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Preface 



intake Interview Skills for Rehabilitation Counselors: 
. A Parficipanfs Workbook. 

What is H? , 

4 

This Manual contains all of the fornns and training aids that would typically be distributed by 
.the trainer during the training session, It includes material needed for the various training 
exercises that will be done during the session and provides space for note taking 

Intake Interview Skills fpr Rehabilitation Counselors: ^ 
A Participartfs Workbook. ^ 

What ^ purpose? ' • 

1. To provide a record of the training session experience for you to take with you 

2 To help you organize the information you will be getting and pnake note taking easier. 

3 To provide ybu with infomnatipn and response fomns^you will need in training ' 

Intake interview^Skllls for Rehabilitation Co\inse!^r$: 
A Participanfs Workbook. 

Howctoluselt? 

The trainer will direct you as to what page to turn to as material is presented and training 
exercises are petfornned. i 

The woiivbook Is yours. Use it to facilitate your learning of intake inteiview skills. 

Intake Inten/iew Skills Training for Rehabilitation Counselors: 
The Process. 

The training approach used during this training session is based on a model that requires 

the trainer to tell -j — > demonstrate — > elicit action — > summarize > assess, which 

dra^s on the learmng models of learning by listening, learning by observing. ar)d learning by 
doing This Will require you to listen > wa*ch > discuss > do^ \ assess. 

The components of th^ training will be covered utilizing the following outline, as appr|)priate / 

L Definition 
IL Rationale 
ML Objectives 
IV \ Guidelines 

=....K..„c ^ 



V ^ Demonstration of Non-Facilitative Techniques* 



VI. Results of Nori-Facilitative Techniques* ^ 
VIL Demonstration of Facilitative Techniques 
VIII Results of Facilitative Techniques 
IX. Discrimination Exercises 
t X Practice 

XI. Summary 

I he demonstration of Facltltat^e and Non-Faci(itatfve Techniques lnvo^es the demonstration uf multiple counseloi 
behoviofs although the focus will be on 6^$pecrfic technique at a time 
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Group Discussion , 

^{oup discussion is an, iniegrai element in the success of ttie training session. Learning will 
be facilitated by you freely expressing your reactions, ideas, etc. 



Have A Learning Experience! 
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Section II 

Introducfion to Intake ihten^lew Skills 
for Rehabilitation Counselors 



\ 



Interviews 
Major Types c^d Exarnpies 



Type 1 - The focus is on 

Examples include 



fy^ 2 " The focus is on . 



Examples include 



V 



The Rehabilitation Counseling Intake lnte>view is an example of type where 

the major, focus is on_^ [ 

Objectives of The Rehabilttcrtkm Intake, 
inteiview Skills Trqirting Package 



Information Awareness Matrix 

\ 



I nfomnotion I nfomnotion 

Known to Not Known to 

Counselor Counselor 



Infomiatlon 






Known to 


Known Dimension 


Hldden,Din>ension 


Cllenf 




(CdlecHon Ar»a) 


Information 




Unlcnown Dimension 


Not Known * 


Blind Dimension 


(Both Collection & 


to Client 


(Dissemination Area) 


Dissemination) 



Known Dimension - Information known by 

Blind-Dirrief>8ft5rr- lnforniation*rK?^^ by 

but not by \ 

Hidden Dimension - Information known by 

but not by 

Unknown Dimension - Information not known by k 



Information Distribution at Initiation 
of Clif nt/Counselor Interaction 





Information 


Information 




Known to 


Not Known to 




Counselor 


Counselor 


Informcation 


Known Dimension 




Known to 




Hidden 


Client 




Dimension 






Infomnotion 


Blind 




Not Known 


Dim#nsk>n 


Unknown 


TO Client 




Dimension 
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information Distribution Following Effective 
Information Exchange 



Information Information 
Known to Not Known to 

Counselor Counselor 



Infoimation 
Known to 
Client 



Information 
Not Known 
to Client 



Known 
Dimension 


Hidden 
Dimension 


Unknomv 
Dimension 


Blind 
Dimension 



Decreasing the client's blind dimension: This is achieved through effective 

Decreasing the hidden dimension: This is achieved through effective 

Decreasing the unknown dimension; This is achieved through 




Interacting 



Three basic ways of interacting with others; 
1. 
2. 
3. 



1. Piciying games is an example of — ^ 

2. Talking about the weathej is an example of 

3 Helping dtrrers obtain desired objectives is bn example of. 



. intefoction. 



intefdctfen. 



Do Not Make The Intake Interview A Game. 
Do Not Make The Intake Interview A Sociable Conversation. 
Do Make The Intake Interview Helpfirt" Interaction. 



♦ 1 > 
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Overview of the Training Components 



/ ■ ^ • 

I Systematic Inteiview Programming - 

Step 1 Attracting the cjient 
Step 2. Planning the inteiview ^ 
Step 3. Structuring the inteiview setting 

II. Information Exchange Effectiveness 

Step 1 Information dissemination 
Step 2. Information collection 

III Non-Verbal Interaction Techniques ^ 

Stepi. Positioning ^ ' ' * 

Step 2. Obseiving \ ' 

Step 3. Listenirig ^ 

IV Verbal Responding 

Step i'. Moment-to-moment responses^ 

A. Continue ^ ^ 

& Restricted-Focus 
C Explorator/'Focus 
D Qheck 
E Declarative 
^ F. Self-Expressive 

Step 2. Interaction styles within the inteiview ' i 

* A. The Listener ^ ^ ' 

\ B. The Interrogator 
C The Explorer 

D. The Reflector 

E. The Declarer C 
F The Self-Expresser V 

\ 



. / 
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Section Ml 



Systematic interview Programming 



\ 



Systematic Inteiview Programming 



Definition of Systemofic Inteiview Programming 



Major steps in programming an ipterview include: 

1. Attracting \he client 

2. Planning the interview 

3. Structuring the interview setting 



^ The Importance, of Systematic Inteiview Programming 

There is an infinite variety of "Wrong" ways to conduct an interview and only a few "Righf* 
ways. 

Systematic Interview Programming enhances your chances of employing "Righf strategies 
and conducting an interview the "Righf ' way. 



Objectives of Systematic interview Programming Training . 

1. Learn how to motivate the client to appear for an interview. 

2. Learn hovy to plan.an interview. J 

3. Learn howtostmcturetheinterviewsetting to insure the effecttveexchangeof'niori^ation. 



step [ • Attracting ttie Client 

i 

Definition of Attracting Actions 

1 



Importance of Attracting Actions 



Objectives of Attracting Training 



Guidelines for Effective Attracting^ 

1. Decide on your mode of communication. 

2. Decide ^cwhom the invitation Will be extended. 

3. Be sure the person knows exactly who the interview is with. 

4. Inform the person of what will happen. 

5. Inform the person of whe^ the interview will take place. ^ 

6. Inform the person of how to get to the interview. 

7. Inform the person of whw the interview will take place. 

8. Inform the person of the gerterol purpose or the ^yhy of the interview. 

9. Present the person with a personal reason to appear. . 

10. Some referrals may need extra encouragement. * 

11. Obtain a personal commitment from the client. 
f2. Follow-up if necessoiy. 

i 

Olh«r Guidelines 

13. 

14. . . ' 

15. 

/ 

16.. 
17. 

I 
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Attfacting 

Exercise 1 




Mr./Mr$./MI$s/ som jones has an appointment with john Smtm 
at 10-00 dnn/pm an Juty6 

^Please be an tinne. 

Jahin Smitti 

State Retiab Agency 
>462i So. Oak Drive 

Tenytawn, CA 

i. Is all ttie infamnatian ttiat answers ttie who, what, when, where and haw Included in the 
appointnaenf slip? 

A. Who is the client to see? ^ * * , 

B. What kind of interview is it? 

C. When, is the interview? 

D. Wtiere is the inteivlew? 

E. How will client get to interview? 



2. is the general purpose of the interview descrlbedY" 

3. Hove the specific benefits of the ap)|k)intment for \Le client been identified? 

4. What might be the consequences or results of this kind of attracting action? ^ / ^ 

5. What con be done to improve the attracting actions of this interview? 
^ Group RaocHons: 
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Attracting 

Exercise 2 



Name: Mr Sam Jones Today's Date: June 16. 1980 
'Appointment: initial indrvidual screening interview 

Purpose: to talk about your interests and how the rehab pgency might be of service to you 
Appointment Date: Thursday July 6. 1 980 Time: 1 0 00a m 
Wltti: Mr John Smith. State Rehab Agency 

Location: State Rehab Agency My office is on the 3rd floor, roonn 116. The 

1621 So. Oak Drive receptionist will direct you to my office when 

Terrytown. CA you arrive. Enclosed is a map outlining the best 

Phone: 511-3232 route to the building. 

Note: Mr. Jones/l understand you have been referred to us by Jack Daily of the Mimy 
Clinic. He informs me you are interested in the kinds of services we might provide to 
eligible persons. I .will look forward to seeing you and discussing with you what we 
might be able to do. Call me if you l?ave any questions 

s 

1. Is all the information that answers the who, whet, when, where and how included in 
the appointment slip? * . \^ 

A. Who is the client' to see'T' . / 

B. Wha: kind of inters/iew is it? 

C. When is the interview? 

D. Where is the interview? 

E. How v/ill the client get to the interview? 

2. Is the general purpose of the interview described? 

3. Hove the specific benefits^ of the appointment for the client b^n identified? 

4. What might be the consequence^; or results of this kind of attracting action? 

5. What can be done to improve the attracting actions of this interviewer? 

Group Rlsoictions: 
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^ Attracting 

Exercise 3 

Below is a brief sketch of a client Assume that this client has been set up to s^e you for 
initial interview two weeks from now. Wr*e an invitation for an appointment to the client 

Joan Jackson is a 1 7 yearold femaie Sne is in si-jdol education at the local 
high school She was referrecj to your agency/oiganization by the high school 
counselor, Mr. Sam Little. Someone called for an appointment and your 
receptionist made one for her at 8:30 a.m. two soeks from today 



Summary of Attracting 



1 Attracting action nnav seem like sucti a simple skill that it need not be addressed But 
remember, there are many "no shows" tor interviews 

2 Attracting will maximize the possibility that the client will "show" for the intemew 

3 Inform the client of the who, what. when, where, how. and why of the interview 

4 Add a personal note to communicate the possible benefits of the interview fo*^ the client 

5 Watch your "no shows" decrease 




Attraciing the Client Self-Assessment Check Ust 

When making an appointment for a person to come for an interview. I perform the 
follow., .g behaviors 

Yes No N/A . 

1 Consider carefully the mode of communication (whether phone, 
written, or in person) that js most appropriate for the personnDeing 
invited. 

2 Consider carefully to whom the invitdrion is extended (intervievyee. 
parents, guardian, spouse, etc.). 

^ 3 Moke sure the person knows exactly who the interview is with. I 
identify myself and my'tigency/orgarjization clearly. , 

_ 4 Inform the person ofwhotwillhoppen. I state the type of inteiview the 
person is being requr sted to come for (i e. this is an initial screening 
inteiview). 

- 5 inform the person of where the interview will take place I am very 
precise in stating the inteiview location 

- 6 Inform the person of how to get to the interview I give precise 
directions of how to get to my location 

- 7 Inform the person of when the interview will take place Time and 
date are included in tha invitation 

. a Informthepersonofthegeneralpurposeorthewhyoftheinteiview I 
state exactly why th^ person is being extended an invitation ([i.e "To 
talk about how this agency may help you.") 

. 9 Encourage the person to appear by presenting a personal reason I 
stress the benefits or advantages to the person of attending the 
inteiview. 

.10 Follow-up I remind the person of the interview just before the 
scheduled date. 
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step II - Planning the Interview 



Definition of Planning 



Three types of objectfves include* 

1 General 

2. Sperlic v 

3 MomenMomoment 



Examples of Gtneral Obje^^es for the InWal Interview 

1 Establish Rapport ^ 

2 Determine appropriateness of referral 

3 Obtain client expectations and identify needs 
4. Complete necessary interview forms. 

5 Describe your and your agency's purpose 

Examples of Specific Objectives for ttie Ihltial Interview 

f Explore client's history of previous suicide ottempt^ 

2 Give client information about a known interest he/she has 

3 Complete forms that are specific for the client. 

Examples of A^oment^to-Moment Objectives In an Initial Inten^ew 

1. Exploration of client's fear of work. 

2 ^xploration of client's hostility toward authority figures 

3 Exploration of the joys client finds in some event 

The Importance of Planning 



Objectives of interview Plarning'Training 



Guidelines for Effective Planning 



V 



1 Develop a general game plan which wili guide your actrvilies no matter what client is 
being interviewed 

2 Develop specific objectives for each client as appiopnate 

3 Allow your pre-interview objectives to be moderofed by monnent-to-moment objectives 
thct develAp during the intake interview 

4 Do not become soMnvolved in the content of forms that you miss what is really being 
communicated Be aware of what is happening- wiih the client and respond 
appropnatety 

5 Develop interview objectives and strategies in written torm Do not rely on your memory for 
all topics thot should be discussed * 

6 Review objectives pnor to the client contact 

7 Inform the client of the lnte^•iew objectives 



8 Be flexible*' Do not ngidly and inflexibly impose your "game plan" on the c lent 



Other Guidelines 
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General Objectives for a "Game Plan" 

A. What ore my objectives foMhj^interview^ 

B What intofmetton does the client need fr6m me to. achieve those objectives? 
C What information do I need from the client to achieve Viose objectives'? 
D What IS the most efficient and effective way t^ollect and disseminate that informatton'? 
General Objectives for a "Ganr^e Plan" Furttier Defined 
A What are my objectives for this interviev/? 

1 Determine appropriateness of referral 
2. Establish rapport. 

"-3r-eomplete intake interview forms 
B What information does the client need from me to achieve those objectives'? 

1. Counselor's role and function. 

2. Description of agency and its role and function 

3. Client's rights and responsibilities. 
4 Confidentiality. 

C What information do I need from the client to achieve those objectives'? 
1. Referral source. 

2 Reason for referral. ^^"^-^^ 

3 Client's expectations ^^^^^^ 

4 Client's feeiiQgs about being referred / 

5 Information necessary to complete forms. \ 

D What IS the most efficient and effective way to collect and disseminate that information? 

1 Ask chent to complete part of intake interview form as a|[)propriate 

2 Give client a lot of freedDrrforKt expression ^ 

3 Ask open-ended instead of closeci^ende^^estions ^ 

4 Attend to and respond to client's feelings 

5 Talk at client's level of comprehension. 

6 Be a good listener. 




Planning 
Exercise 1 

1. Did the counselor appear to have a systematic inteiview plan? 

2. What do you think his objectives were? 

3. What topics were discussed? 

4 Was each topic discussed in depth? 

5 Did he inform the client of his objectives? 

6 Did the counselor respond more to the fonms or to the client? 

7 Was he flexible? 

8 What were the counselor's strong points? 

9 In wha^reas was he weak? List mistakes in effecrrve planning: 

10 How would you descritJe the counselor/ client relationship at this point? 

11 What would you do differently during this interview? 
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Planning 

Exercise 2 

d Did the counselor appear to have a systematic interview plan? 



2. What do you think his objectives were? 



3. What topics were discussed? 

i 



'it. 



^ \ % f^^. discussed in depth? 



X 



:Rir 



5. Did he inform the client of his objectives? 

6. Did the counselor respond more to the forms or to the client? 

7. Was he flexible? 

8. What were the counselor's strong points'' 

9. In v/hat areas was he weak'' List mistakes in effective planning: 

10. How would you describe the counselor/client relationship at this point? 
11 What would you do differently during this in*erviev/? 



\ 
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Planning 

Exercise 3 



List objectives you would wont to achieve with eveiy client during ttie Initial Inteiview. 
1 

2. 
3. 
4. 
5. 
6. 

7. • 

8. 

9. 

>10. 

Exercise 4 

List majortopics you would want to discuss with eveiy client during the initial inteiview in order 
' to achieve the objectives you have listed above. Place them underthe hooding "Inforrriation 
to Give to Client" and "Information to Get from Client." . 

Information to Give to Client Information to Get from Client 



1 




1. 


2. 




2 


3. 




3. 


4. 




4. 


5 




5. 


6. . 




6. 


7 


V 


7. 


8 




8. 


.9. ^ 




9. 


10 




10. 



Exercise 5 

What is the most effective and efficient way to exchange information and achieve my 
Qbjectives? 

1. 

2- 
3. 

4 

5 
6 

7 " 
■ 8 

9. 

10 , 



Planning the Interview Seif-Assessment Check List 



I Perform the following behaviors 
^Yes No N/* 

1 Develop a general "game plan" which guides my activities during 

the interview. 

_^ 2 Have a systematic format which I follow when developing my 

"general "game plan". ^ 

3 When formulating my plan. I focus both on the content of the 

inten/iew, such as topics that need to be discussed, and process or 
how I will go about discussing those topics 

4 Develop specific objectives for the client x 

5. Develop my interview objectives and strategies In written form 

6. Review those objectives prior to the lnte^'iew. 

7. Ipform the client of the inten/iew objectives. 

8 Allow my generaj and specific pre-interview objectives to be 

moderated by mo*ment-to-moment objectives that develop during 
the course of the inten/iew. 

9 Do not become so involved in the content of forms that I miss what is 

realh/ being communicated during theTl^rview, I am aware or what 
is happening with the client and respondlappropriately. 

iO Am flexible. I do not rigidly and inflexibly impose my "game plan" on 

the client. 



step III - Structuring Ttie Inteiview Setting 
Definttion of Struc^ring 

I 

Importance of Structuring 

) 

Objectives of Stnicturing Training 



\ 



(Guidelines for Structuring the inten/iew Setting 

1 Arrange furniture so as not to have physical baniers between you and the client Place 
chairs opposite each other. 

2. Whenever possible have chairs of same or similar type and of equal height. 

3. Assure that furniture is comfortable. 

4 Control noise or distracting variables, phone calls, knocks at the door, outside noise, etc 

5. Provide a meeting place where confidentiality can be ossur«d. 

6. Put away things you do not wish the client to see. 

7. Control temperature within the interview setting. 

8. Control lighting within the intervie.v setting. 

9. Be sure the interview setting is accessible. ^ 
10 Structure the interview time. 

Other Guidelines 

11 

12. 
13. 
14 



structuring 

Exercise 1 



Below is an interview room where you will be meeting a client for an initial interview List the 
things that might be done to prepare the room to facditote an effective exchange of 
information. 



o 
o 

U 



1 
2 
3 
4 
5 



targe 

chair 



messy desk 



small 
chair 



'1 
% 
c 

o 




a 



] [ 



traffic 



n 



Stnjctuiing 
Exercise 2 



Below IS on interview room that is prepored to receive clients Compare and ccntrost ttiis one 
with the room on page 32 of your workbook 



neotdesk 



n 



same size chairs 



closed 
windo*v 



closed 
door 



traffic 



L 



1 
2 

3. 
4 
5. 



t 



t 
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2 
3 

4 , 



/ 
1. 
2. 
3. 
4. 
5. 



Structuring 
Exercise 3 



Structuring 
Exercise 4 



Structuring 

Exercise 5 

List five things you can do to ctiange or improve your present interview setting to make it 
more conducive to information exchange effectiveness 



1 
2 
3 



/ 

'{ 



\ 

\ 

4 V 
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structuring The interview Setting 
Self-Assessment Check List 

Prior to an inlerview, I perform the following behaviors 
Yes No N/A • ^ 

L 1 Arrange furniture so as not to have physical barriers between me 

and the person I'm interviewing 

2 Have chairs of same or similar type and of equal height 

3 Make sure the furniture is as comfortable as possible 

4 Control noise or distracting vanables such as phone coils, knocks at 

the door, outside noise, etc 

5 Provide a meeting place where confidentiality can be assured 

6 Put away/hings I do not wish the person to see 

7 Control temperature within the interview setting 

8 Control lighting within the interview setting. 

[ 9 Make sure'the interview setting is accessible 

10 Structure the interview time so that sufficient time is allowed to 

achieve my objectives 
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Systemotlc Interview Programming 



1) Attracting tt)« Client 

Mode of communication 
To Whom 

Whom the interview is with 
What will happen 
Where the interview is 
How to get there 
Wher> the interview is 
Why or purpose of interview 
Personal reoson to come 
Follow-up 



2) Planning the Inteivlew 

General "game plan" 
Systematic format 
Content & process 
Specific objectives 
Written p^an 
Review 
Inform Client 

Moment-to-moment objectives 
Client-Focus vs Form Focus 
Flexible 



3} Structuring tt>e interview Setting 

Barriers 
Chairs 

Distracting variables 

Confidentiality 

Neotness 

Temperature 

Lighting 

Accessibility 

Time 



Systematic Interview Programming Format 



1 What are my objeclrves for this inlefview'> f 

2 What intormation does the interviewee need from me to achieve those objectives'^ 

3 What information do I need from the inteivjewee to -achieve those objectives? 

4 What IS the most effective and efficient way to exchange that information'^ 

A) Attract the interviewee in a facilitatrve manner so that he, she comes to the interview 

with a positive attitude ^ 

B) Cony out all the guidehnes for effoctrve planning 

C) Structure the interview setting making it conducive to the exchange of information 
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Section IV 

Information Exchange During 
the Intake Interview 



Information Exchange 



Purpose of Section VJ 



1. Learn' the importance of infomnation dissemination, 

2. Learn tfie type's of information tielpful to clients during the Intake Interview 

3. Learn an effective style of disseminating information. 

4 Learn the types of information necessary to collect froryi the client dunng the Intake 
Interview. 

5. Learn an effective information collection style. 



Definition of information Exctiange 




importance of irifcrniotion Exchange 



Objectives of Infomiation Excliange 



step I > information Dissemination 

Definition of Infomiation Dissemination 



Major Information DisMmlnatlon Categories 

Role & function of Rehob. Agency 
Role & function of Rehob. Counselor 
Client Rights 
Client Responsibilities 



importance of infonnofion Dissemination 



Objectives of Infomiation Dissemination Training 



Summary Of Meeting With Dr. Pqiiface 



Dr Fairface appeared to be an extremely efficient and intelligent person He iiteraiV whisked 
me through the interview. He u sed a lot of words I did not understand, but I was afraid to a sk him 
what he meant as I aidn'twant to appear stupid. What bothered me the most was that he kept 
referring to me as being in "refraction status" - 1 gotta look that up when I get home.^Although 
Dr. Fairface ^as quite friendly he wasn't a real human kind of person That was kind of a relief 
though, him being an analyst and all. I was a little concerned that he would put me on the 
couch and start asking about my sex life. After talking to him I'mnot sure he is a regular kind of. 
ana^Gt It may just be some type of title. On the other hand lie did ask a lot of questions that 
you wouldn't ask |ust anyone. Things like my financial situation, relationships with my family, 
boss, what my interests were and all. I may have told him some things I shouldn't hove about 
my finances. I'm in trouble if he is affiliated with IRS. 

He told me \Wiat his agency, The Government Emptoyees Restoration and Growth Agency, 
was about ib general terms. He said basically their goal was to get professional government 
people Into situations where they can make their greatest contribution and more fully rOTfff e 
their intellectual, emotional, and physical potential. That sounds fine, but I'm not real sure what 
he means in more practical terms. He more or less suggested that this was a voluntary iype of 
thing-didn't come right out and say it-but then he told me tfe had rr^ade an appointment for 
rtte with the State Health and Fitness Department for a complete woric-up I guess I will go along 
with him for a while until I can find out just how much influence this guy has. 

He covered some of the things it was possible for him to provide for me if I am selected, 
bdsed on his wori<-up of my profile. He talked about being able to place me in a profession 
most suited to my talents and being able to provide education to that end. I'm not sure if he 
meant a short-course, night school, or what. He also mentioned '^supportive services" such as 
encounter groups, a jogging program, and health foods and their contribution to overall 
effectiveness and independence. I think ne is a health food nut. 

Basically those are the main points I got out of it I may hove missed some things as I was 
kind of up-tight about the"whole thing. He said he hoped we would hove more time the next 
meeting and he would answer my questions I really need to make a list 

list any questions or reactions you might hove had as a result of your first meeting with Dr 
Fairface 

1 

2 

r 

3 
4 

5 

6 

7 

8 

9 
10 
11 
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Guidelines for Effective Information Dissemination 
During the intake intenfiew 



1 Explain the purpose of the rehabilitation agency 

2. Explain the eligibjhty criteria for your rehabilitation agency services. 

3 Provide Th^ client with a general picture of thfe services that nnight be available to an 
eligible client fronn the rehabilitation agency. 

4 Explain why the person was referred to the rehabilitation agency if appropriate. 
, 5 Explain your role as an arranger and/or coordinator of services 

6 Explain your role as o direci provider of services (e.g , personal counseling, joint 



. 7 Explain your role as a client advocate. 

• 8. Explain your role. as a member of a treatment team 

9 Provide the clients with information on the confidential nqture o(the counselor/client 
relationship. 

10 Provide clients with information regarding their rights (e.g , 1) rightio appeal, 2) right to 
administrative review, 3) civil rights). 

1 1 Ensure that client has a general understanding (what, why, when, where, how) of those 
actions and responsibilities required of them during the earty part cf the rehabilitation 
process (e^., 1) general medical exam, 2) specialist exam, 3) work evaluation). 

12. Explain the contents of any form the client is asked to sign, 

13 Summarize the signiffcant confent of the intake interview discussion as the interview 
approaches its end. 

14 Ensure that information dissemination is a vehicle for promoting client independence 
and client involvement ^ 

15 Communlc^ information to the client at the client's level /bf understanding. 

16 Avoid presenting the client with too much information at *'i>ne shot" in the interview 

17 Present information to clients during the intake interview in V, timely fashion 




planning). 
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Do not rely solely on a standardized information dissemination vehicle 
Make sure that the client has understood the infornnation provided. 

Other Guidelines 
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InformoNon DisseminoNon Assessment Form 



Directions The Information Dissennination Assessment Form includes topics which may be 
discussed during the initial rehabilitation counseling interview in categories l-IV. 
Use the form to check^the topics you hear dtscussed with the client Category V 
allows you to assess the mgnner in which information was disseminated Place a 
check by each behavior you thinlk was performed. 



I. Rolerli Functton of the 
Rehabilitation Agency 



IV. Client Responsibilities 



1 . Purpose of agency 

2 What the agency is not/ 

3 Eligibility criteria / 

4 Fact that an eligibility 
decision will be made 

5 Services provided 

6 Objectives of certaiR 
services 

7 Why the person was referred 



II. Role It Function of the 
Rehabilitation Counselor 

i Arranger of sers/ices 

2 Provider of services y 

3. Client advocate / 

4. Teem member y 

5. Joint approach -with client 

6 Actions in specific 

situations 
7 Lack of action in soecific 

situations 
8 Inteiview information 

utilizatibn 
9 External information 

utilization 

ill. Client Rights 

1 Objectives of interview 

2 Confidentiality 

3 Right to appeal ineligibility 

4 Appeal process 

5 Right to administrative review 

of seivice dissatisfaction 

, 6 CmI rights 



V. Style 



1. Regarding general 
medical exam 

2 Why exam is needed 

3 What the exam consists of 

4 Regarding specialist exam 

5 What specialist exams are 
needed 

6. Why siDecioJist exams are 
needed 

7 Explanation of forms 

8 Why forms are to be signed 

9 Responsibilities beyond 
eligibility determination 

10 Specific responsibilities in 
relation to specific services 
beyond eligibility determination 



Communicated information 
at the client's level of under- 
standing. 

Avoided presenting too 
much information in "one 
shot." 

Provided information in a 
well timed fashion 
Made sure client under- 
stood information provided 
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I 

Information Disseminotion Effectiveness 
Exercise 1 



1 Did the counselor appear to hove a systematic interview plan in regard to infornnation 
dissemination? 



2 How adequately did the counselor explain. 
A. His agency's role and function 



B His role and function 
C Client Rights 

Client Responsibilities 

3 Was information disseminated in a manner that promoted client involvement and 
independence? 

4 How gppropriate was the counselor's language level when disseminating information? 

5 How well timed was the information provided by the counselor? 

6 Did .the counselor avoid presenting too much information in "one shot'"? 



t 



7 Did the counselor make sure the client understood the information provided*? 



8 How did the counselor's information dissemination effect the counselor, client 
relationship'? 



9 List the strong and weak points in regard to how the counselor handled this interview 
Strong Points Weak Points 



10 What might be the consequences of this type of information dissemination'' 



11 In what ways might you have handled this interview differently in regard to information 
dissemination'? 



Information Dissemincrtfon Assessment Fomfi 



Directions The Information Dissemination Assessment Form includes topics which may be 
discussed during the Initial rehabilitation counseling Interview in categories 
Use the form to check the topics you hear discussed with the client. Category V 
allows you to assess the manner in which information was disseminated. Place a 
check by each behavior you think was performed. 



I. Roto li Function of th« 
RohobiiHoHon Agoncy 



IV. CItont RotponsiblimM 



1. Purpose of agency 
2 What the agency is not 

3. Eligibility criteria 

4. Fact that an eligibility 
decision will be made 

5. Services provided 

6. Objectives of certain 
services 

7. Why the person was referred 



II. Roto ft Function of tho 
RohoNlttcrtlon Counsotor 



2. 
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Arranger of services 
Provider of services 

3. Client advocate 

4. Team member 

5. Joint approach with client 

6. Actions In specific 
situations 

7. Lack of action in specific 
situations 

Interview information 
utilization 
9. Exterr>al information 
utilization 



V. Style 



in. Client Rights 



i Objectives of interview 
2. Confidentiality 
3 Right to app(:#al ineligibility 
4. Appeal process 

5 Right to administrative review 
of seivice diss^atisfaction 

6 Civil rights 



. i. Regarding general 

medical exam 
. 2. Why exam is needed 
. 3, What the exam consists of 
. 4. Regarding specialist exam 
. 5. What specialist exams are 

needed 
. 6. Why specialist exams are 

needed 
. 7. Explanation of forms 
. 8. Why forms are to be signed 
9, Responsibilities beyond 

eligibility determination 
iO. Specific respdnSt&fWies in 

relation to specific »ivices 

beyond eligibility determination 



Communicated information 
at the client's level of under- 
standing. 

Avoided presenting too 
much information in "one 
shot." 

Provided information in a 
well timed fashion. 
Mode sure client under- 
stood information provided 



Information Dissemination Effectiveness 
. Exercise 2 



1 Did the counselor appear to have a systematic interview plan in regard to infornnofion 
dissemination? 



2 How adequately did the counselor explain 
A His agency's role and function 

B His role and function 

C. Client Rights 

» D Client Responsibilities 



3 Was infomrfation disseminated in a manner ihat promoted client involvement and 
independence'? 

I 

4 How appropnate was the counselor's language level when disseminating information'? 



5. How well timed was the information pro*/ided by t^e counselor? 



6 Did the counselor avoid presenting too much information in "one shot"? 



7 Did the counselor make sure the client understood the information provided? 



8 How did the counselor's information dissemination affect the counselor client 
relationship'? 



9 List the strong and weak points in regard to how the counselor handled this interview 
Strong Points Weak Points 
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What might'* be the consequences of this type of information dissemination'^ 



In what ways might you have handled this interview differently in regard to information • 
dissemination'^ 



V 



/ 



/ 



Information Dissemination Assessment Form 



Directions The Information Dissennination Assessment Form includes topics which may be 
discussed during the initial rehabilitation counseling interview in categones \-W 
Use the form to check the topics you hear discussed with the client Category V 
allows you to assess the manner in whfCh information was disseminated Place a 
check by each behavior you think was p>erformed 



L Role Function of the 
Rehabllitortlon Agenqr 



IV. Client Responsiblimes 



Purpose of agency 
What the agency is not 
Eligibility criteria 
Foct that an eligib'ility 
decision will be made 
Services provided 
Objectrves of certain 
services 

Why the person was referred 



II. Pole & Function of the 
RehablHtaHon Counselor 

1 Arranger of services 

2 Provider of services 

3 Client advocate 

4 Team member 

i 5 Joint approach with client 

6 Actions in specific 

situations 
7 Lack of action in specific 

situations 
8 Interview information 

utilization ^ 
9 External information 

utilization 

III. Client Rights 



V. Style 



1 Objectives of interview 

2 Confidentiality 

3 Right to appeal ineligibility 

4 App>eal process 

5 Right to administrative review 
of service dissatisfaction 

6 Civil rights 



1 Regarding general 
medical exam 

2 Why exam is needed 

3 What the exam consists of 

4 Regarding specialist exam 

5 What specialist exams are 
needed 

6 Why specialist exams are 
needed 

7 Explanation of forms 

8 Why forms are to be signed 

9 Responsibilities beyond 
eligibility determination 

10 Specific responsibilities in 
relation to specific services 
beyond eligibility determination 



Communicated information 
at the client's level of under- 
standing 

Avoided presenting too 
much information in "one 
shot " 

Provided information in o 
'well timed fashion 
Made sure client under- 
stood infomnation provided 
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Rehabilitation Initial Inten^iew Guide 



PoMible informcrtion DiMemlnotlon Topics to Discuss wttti Client 

I. Rots ond Functton of tt>o RohobliltaHon Ag#ncy 

1 General statement about the purpose of rehabilitation 

2 Explanation oi what makes a person eligible for vocational rehabilitation services 
3. Explanation thd an eligibility decision must be made in client's case 

4 General staterrient about what the rehabilitation agency is. 

5 General statement about what the rehabilitation agency is not. 
6. Infonmatiorj on services that can be provided. 

7 Information about the contribution of certain services to meeting objectives. 
8. A staterrient about the referral process. 

9 Feedback to client of any understanding of client'^ reaction to information about 
the role and function of the.agency. 

II. tM0 and Function ot tti# RohobiiltaHon Counselor 

1. Counselor's role as on arranger ohd/or coordinator of services. 
2 Counselor's role as a direct provider of services. 
3. Client advocacy role. 
4 Role OS a team r tember. 

5. Joint approach with client. 

6. Statements about what the counselor will do in specific situations. 

7 Statements obot^t-vjrhat the counselor will not do in specific situations. 

8 Statements about how the counselor will utilize information collected from client 

9 Statements about how the counselor will utilize information collected from external 
sources. 

10 r-eedbock to client of any understanding of client's reaction to counselor's 
discussion of his role. 

III. Client RIghH 

i. Statement about the importance of sharing info/motion. 

2 Statement about how information collected will be used 

3 Statement about confidentialrty 

4 Explanations of client's right to appeal if found ineligible 

5 Explanation of the appeal process 

6 Explanation of client's crvil rights 

7 Explanation of client's assistance projects if these ore available to client 

8 Feedback t j ci.ent of any understanding of his reaction to counselor's discussion of 
client's ric^rns 



IV. Client RMponsibitmM , 

1. Explanation of what client needs to do to get general medical exam. 

2 Explanation of wtiy the general medical exam is needed. 

3 Explanation of any requested client actions rel Jted to psychological examlngtions 
4. Explanation of other requested client actions. 

5 General statement about client responsibilities throughout the rehabilitation 
process. 

6 Statement of specific client responsibilities in relation to specific services. 

7 Feedback to client of any understanding of client's reaction to information about his 
responsibilities. 



Review of Guideiines for Information Dissemination 



In summary, the following Information dicssmindtion guidelines would be considered when 
disseminating inforrhation to the client during the intake and subsequent interviews. 

1 InformoHcn should be provided to the client to promote client independence and to 
involve the client in the decision making process. Clients become better prepared to 
make appropriate decisions when they have sulTicient information with which to make 
those decisions. 

2. Specific information needed by the client might include: 

I. The role and function of your agency/organization/section 

A. What it is 

B. What it is not 

C. Eligibility criteria, if any 

D. EllglDillty process , 

E. Ser^ces provided 

F. Potential contribution of services for reaching objectives 
G. The referral process 

II. Your role and function 

A. As an arranger/coordinator of services 
B As a direct provider of services 
C. As a client advocate 
D As a team member 

Ml. Confidentiality 

IV Client rights 

A. Client's right of appeal 

B. The appeal process 

C. Client's right to administrative review 

D. CMI rights 

V. Client responsibilities 

3 The mannerin which Information is disseminated is important. Hence, judgement is 
colled upon to consider such things as. 



4 Finally, a summarization of the significant content of the interview discussion might prove 
helpful to lx>th you and client 



A. 
B 
C. 
D 



Language level used 
Amount of Information 
Timing of information 



Prerprogrammed material 



Summary 

information Dissemination 



What It 1$: Providing client with information or data that are not readily 

available to him/her 

What n Does: Enhances client's decision making ability and facilitates effec- 

tive joint program planning 

Why It Works: Reduces the'blind dimension of client's knov/ledge and facili 

totes positive relationship 

How To Do It: Know the type of information needed by the client a. id provide 

It while attending to Language used, amount given, timing, 
and presentation method. 

When and Where To Do It: Throughout your contact v/ith client with special emphasis on 

the earty phase and especially the initial interview 
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Information Dissemination Seif-Assessment Fomi 



In Categories I - IV. check the topics you usually discuss with each client during the intake 
interview In Category V. check each behavior that describes the manner in which you 
dissenninate information 



I. Role & Function of fhe 
Rehabiiftotion Agency 



iV, Client Responsibilities 



Purpose of agency 
What the agency is not 
Eligibility criteria 
Fact than an eligibility 
decision v/ill be made 
Services provided 
Objectives of cerTain 
services 

Why the person was referred 



M. My Role & Funcijon 



Arranger of services 

Pfovider of seivices 

Client advocate 

Team member 

Joint approach with client 

Actions in specific 

situations 

Lack of action in specific 
situations 

Inteiview information 
utilization 

External information 
utilization 



.2 

.4 
.5 



— 1 Regarding general 
medical exam 
Why exam is needed 
What the exam consists of 
Regarding specialist exams 
What specialist exams are 
needed 
_ 6 Why specialist exams are 
needed 

- 7 Explanation of forms 

- 8 Why forms are to be signed 
_ 9 Responsibilities beyond 

eligibility determination 
10 Specific responsibilites in 
relation to specific services 
beyond eligibility determination 



V. Styfe 



III. Client RigtTts 



Objectives of inteiview 

Confidentiality 

Right to appeol ineligibility 

Appeal process 

Right to administrative review 

of seivice dissatisfaction 

CmI rights 



Communicated information 
at the client's level of under- 
standing. 

Avoided presenting too 
much information at " one 
shot " 

Provided information in a 
well timed fashion 
Made sure client under- 
stood information provided 



A Study of Rehabilitation Counselor 
Information Dissemination Betiavior 
(N^114) 

Pole And Function Of The Rehabiiitation Agency 
Percent 

46 50 1 General statement about the purpose of the rehabilitation agency 

3 51 2 General statennent about what the rehabilitation agency is not 

22 81 3 Explanation about what makes a person eligible for vocational rehabili- 
tation services 

37 72 4 Explanation that an eligibilih^^decision must be made in client's case 

48 24 5 Information on services that can be provided by the agency 

3'' 58 6 Information regarding the specific objectrves of certain services 

33 34 7 A statement about why the person was referred to the agency 

1 4 04 8 Did the counselor check to see if the information provided on the role and 
function of the reha6ilitation agency was reasonably clear to the client? 



Role And Function Of The Rehabilitation Counselor 
Percent 

Statement about counselor's role as an arranger and or coordinator of 
services 

Statement of counselor's role as a direct orovider of services 

Statement of counselor's role as a client advocate 

Statement that counselor is member of a team, and ethers might be invol- 
ved in decision making 

Statement that counselor and client make many joint decisions 

Statement about what counselor will do in specific situations 

Statements about what counselor will not do in specific situations 

Statements about how the counselor will utilize «nlormation collected in 
the interview 

Statements about how information collected from external sources will 
be used 

Did the counselor check to see if the information provided on role and 
function o^ the rehabilitation counselor was reasonably clear to the 
client^ 



8 78 


A 

1 


0 14 


2 


1053 


3 


12 28 


4 


^0 53 


5 


40 35 


6 


1053 


7 


9 65 


8 


29 33 


Q 


OOC 


10 



57 



Hi. 



Client Bights 
Percent 

15 79 
9 65 
6 14 
88 
9 65 



14 92 
88 



6 

7 



A general sratement regarding the objectrves of the interview 
Statennent about confidentiality 

Explanation of client's right to appeal if found ineligible 
Explanation of the appeal process 

Explanation of client's right to adnmo'strative review if dissatisfied with ser- 
vices provided by the agency 

Statennent of client s civil rights 

Did counselor check to see if the informatics provided on client's rights 
was reasonably clear^ 



IV. Client Responsibilities 
Percent 

40 35 



21 06 
6 14 
21 93 

21 06 
11 41 
26 32 
34 21 

^ 3 1 6 



1 



1 76 
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Explanation of client responsibilities regarding the general medical ex- 
am 

Explanation of why genenl medical exam is needed 

Explanation of what the general medical exam wiil consist 

Explanation of client responsibilities regarding any medical specialist ex- 
ams 

Explanation of what spectolist exams are needed 

Explanation of why specialist exams are needed 

Explanation of any form client may be sked to sign 

ExDianation of why client needs to sign any form 

General statement about client responsibilities throug^.out rehabilitation 
process beyond eligibility determination 

Statement of specific client responsibilities in relation to the provision of 
soecific services after eligibility determination 

Djd the counselor check to see if the information provided on client re- 
spons bilities was reasonably cleor'^ 
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Systemcrtic Interview Programming Format 

What are my objectives for this iyiteiview? 

What information does the client need from me to achieve those objectives? 

A Specific topics developed such as role and function of Rehab, agency, my role and 
function, client's rights and responsibilities, etc. 

What information .do I need from the client to achfeve those objectives? 

What IS the most effective and efficient way to exchange that information? 

A. Attract the client in a facilitative manner so that he/she comes to the interview with a 
positive attitude. 

3. Carry out all the guidelines for effective planning. 

C. Structure the interview setting making it conducive to the exchange of information 

D. When disseminating information attend to language level used, amount of 
information in one shot, timing, and client's comprehension of the informotion. 



Relevant informcrtion Awaieness 



Known to 
Counselor 



Not Known to 
Counselor 



Known Dimension 
*• • 
> 


Hidden 
Dimension 


Unknown; 
Dimensfon 


Blind Dimension 
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• 


Stop II • Informdtion Collection During the Intake Inteiview 






Definition of Information Collection 


• 




, / 












The Importance of Effective Infomiation Collection 




• 












- 






• 


1 




- 


Objectives of Infomiotioii Collection Training 
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Guidelines for Effecttve Information Collection 
During fhe Intake Inten^iew 

1. Be cogntzont of whot you want to achieve during ttie intake process* 

Table 1 

Program Development Information Needs 
1. Physical Factors 

Extent of Dlsobiilty 

1 How does the disability handicap employment polenligi? 
2. Is the disability progressive or stable? 

3 Can the client's functioning in activities of daily living be improved? 
4. How much assistance in activities of daily living will the client always need? 
SefviCM 

1. Which physical restoration services are needed to reduce tho nandicapping effects of 
the disability (e.g.» surgery, orthotic and prosthetic devices, physical therapy, and 
occupational therapy)? 

2 Can job modifications reduce the extent of the client's physical handicap for 
employment? 

ii. Psychosocial Footers 
Psychologicai reoction to disabiltty 

1 To wtiat degree has the client adjusted to the handicapping aspects of the disability? 

a Does the client use ^'disability" as an excuse for failure? 

b. Are any physical symptoms psychologically based? 

c Is the client excessively concerned with personal health? 

d What secondary gains is the client receiving from remaining unemployed? 
Vocatfon Sef^ccncept 

1 Does the client hove a realistic perception of current 

a strengths and weaknesses as a worker. 

b potential for vocational skill development, and 

c reasons for be'ng unemployed'? 

Fomify and friends ^ 

1 What positive or negative role will the client's family and friends play m.the rehabilitative 
process, eg . be suoportive. overprotective. or unrealistic regarding client potential 

Job acquisition 

1 Can the client independently locate job openings'? 

2 Can the'client satisfoctorily fill out job application blanks'? 

3 Can the client make a good impression on an employer? 



Job ftuftension 

1 Can the client satisfactorily nneet the dennands of competitive work, e g . accepting 
supervision, working independently, getting along with co-workers, and maintaining an 
'adequate production rate? 

2. Would the client's present use of leisure time adversely affect job retention? 
S#ivice$ 

1 Which personal counseling, family counseling, work adjustment and/or placement 
services would be necessary, eg, psychotherapy, work adjustment training, and job 
seeking skills training? 

III. Educational-Vocational History Factors 

EduooHonal History 

1 . Which type of vocational training or jobs does the client's educational history suggesf? 

2 Are client vocational aspirations and educational history compatible? 

Woric history 

1 What vocational skills does the client currently possess? 

2. What vocational skills can the client develop that could limit the functional impact of the 
disability? 

3 Has the client developed avocational skills that have vocational relevance? 
4. Are client vocational goals consistent with current vocational interests? 

Sofvicas 

1 Which educational and vocational services are needed (e.g . remedial education 
and/or vocational training)? 

iV. Economic Factors 

Financial Considerations 

1 Do disabilify-related financial benefits (SSI, SSDI. Medicaid. Workmen's Compensation) 

create disincentives to the client's rehabilitation? 
2. Could current debts affect the completion of the client's rehabilitation program? 

3 Can the client manage personal ^nances? 

4 Does the client have sufficient financial support at present? 

Services 

1 What economic support will the client need during and after the rehabilitation program 
(4 g . SSI. Food Stamps. Low Rent Housing, etc )'> 

Sources For The Above Information 

1 The Counseling interview 4 Work Evaluation 

2 Medical Evaluation 5 Other 

3 Psychological Evaluation 

63 

ERIC 



2. The majority of the social/vocational history can be obtoined during the 
intake interview* 



List topics that can be covered dunng the intake interview under each of the four major 
categories below 

I. Physical Facfors 



II. Psychosocial Factors 



III. Educotlonal-Vocallonal Skills Development 



IV. Economic Factors 



Table 2 

A Topical information Collection Guide 
for the intalce interview 

i. Physical Factors 

1 What specific physical innpaimrients are present? 

2 What caused the disability'^ 

3 How long has the client been disabled? 

4 Has the client received any disability related treatnnent m the past (e g . physical therapy, 
occupational therapy, prosthetics, or orthotics)'^ 

5 Has the client's disabling condition become worse over the last year? 

6 Is the client currently receiving any disability related treatrnenf? 

7 Is the client taking any medication with potential side effects? 

8 Do any recent medic(^ test results clanfy extent of physical impairmenf? 

9 How does the elient> physical disability handicap daity functioning'? 



II* Psychosocial Factors 

1. personal Adjustment 

a Do recent psychological test results pertain to the question of client psychological 
adjustrr^nt'? 

b Is there any agency or professional from whom the client is presently receiving 

psychological services? 
c 'Has the client ever received professional treotment for a personal adjustnnent^ 

problerrt? 

d Is the client taking any tranquilizers or sleeping pills? 

e Does tf^ client report unnecessary avoidance of work and/or social situations since 
disabled? 

2. Reicrtfonshlps wttti Family and Friends 

a What is the client's maritaLstokJs? 

b Is the client Irving with his/her family? 

c Does the client hove any dependent-age children'' 

d Will the most significant famiry members (ie. spouse) be supportive of the 
rehabilitation plan? 

e How does the client feel about his/her home<environment? 

f How does the client get olong with other members of thejomily? 
g. Does the client have any close friends?' 
h Is the client satisfied with his/her social life'? 

I How does the client fill the hours of the day? 

) Would the client's family be willing to relocate geographically for him/her to acquire 
work'? 

IIL Educational— Vocational Skills Developnient Factors 
i . Educational Histoiy 

ja How far did the client go in schooP 

b What did the client like or dislike about school? 

c Why did the client leave school (groduate. other)'' 

d If the client did not complete high school, has he. she passed a high school 
equivalency exam? 

e Has the 'lent received vocational training which prepored him her to enter a 
porticular occupation? 



/ 
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2. Wortr History 

a Whof were the last 3 Jobs held by the client? 
b For each of those jobs, determine' 
i Weekly earnings 

li Length of employment (Was it long enough to acquire specific skills'?) 

ill Time since job held (Has suffi':ient time passed for significant skill loss to take 
place?) ' 

fv Aspects of the job performed well and poorty by the client 
r V Aspects of the job liked most and least Why? 

\n Reasons for termination of employment 

c Pnor tc onset of disability, were there any significant interruptions in work historv^ 
Why? ^' 

d Is the client presently unemployed? if yes. how long? 

e Has the client been employed since he/she was disabled*? 

IV. Economic Factors 

1 What is the client's primary source of support? 

2 Does the client hove other sources of support? 

3 Does the client have any unpaid debts of significant size*? 

4 What fixed living expenses such as medication costs cannot be reduced*? 

5 Does the client have a workmen's compet^ation case pendin(j? 

6 Is the client receiving or has the client app|ed for Welfare or SSI benefits*? 

7 Does the client have any medical insurance*? 

8 Is the client concerned about his/her economic situation*? 

9 What minimal level of earnings from work must the client receive? 



3. It Is unnecesMryto collect every conceL able piece of Information about 
tlie client eittier directly from him or via ttie efforts of ottier more 
specialized evaluators In order to get a full understanding of him/her. 



4. A piece of Informoflon is Impoftantto collect W It will helpyou uivierftand 
ttie client. 



Example ^ 

John Smith toils the VR counselor that he would like to enter a*one yedr 
training program to become a draftsman. All evaluation data suggest that 
such on occupational choice would be appropriate from both a client Interest 
and aptitude standpoint. However, the cpunSelor does not inquire about the 
client's wife's attitude toward the rehobtflfation plan. The client drops out of the 
training program two months later Tt>8 counselor wonders why. The counselor 
ch^ks wth the client and finds out: 

1 That the client's wife resented the poverty lifestyle for a year She 
threotened to teove him if he remained in the program. 

In retrospect, the counselor realized that he missed a sljgnificant piece of 
information during the evaluation phase. 

2 Had he knc*;ri i could have arranged fdr family counseling or switched 
the clK>nt to an O.'T objective. 

The counselor resolves to obtain that information from future clients who are 
mcrned 



5.. Review any available pre-intakelnteiview (referral) Information on a 
* client prior to ttie intake Intendew. That review of already available 
information along witti a review of ttie intake intendew questions found 
on Table 2 in your workbook (pp. 65-66) should provide a basis for 
developing an intake intendew pidn for a particular client. 



6. Avoid a "Facts WHh Minimum Meaning" InfontiGJion Cdllection 
approoch* 

Exampto 

"Focts With Minimum Meaning" 

An example of "Facts with Minimum Meoning" interviewing style used with a 
26 yeor old divorced woman with an alcoholism-psychoneurotic disorder 
disobility thot yielded information for agency forms but provided little 
information for purposes of rehabilitation plan developrr^ent follows. 

Co. What was the last job you had? 
CI- I worked as o waitress at Joe's Diner 

Co How long did you work there? 

CI About a yeor 
Co How much did you earn? 

CI- $100 a week. 

Co Have yo'i hod any other jobs? 

CI i worked as an order-filler in a shoe factory for nine months 



Co: How much c*ld you eom? 
CI: About $90.00 a week. 

Co. Have you hod any other jobs? 
CI: No, 

Co- Who Is your fomiJy doctor? 

The work history InforrrKatton yielded by the above exat^iple has little 
rpeonlng becauce ttie following questions cannot be answered: 

1 What the client liked and did not like about thfe two jobs. 

2 The reoson for the rermlnatk:)n of each enriploynr»ent situation 

3 The client's personal adjustment In the two work situations (l.e„ how does 

she respond to authority?) _ ' 

4 How well the client could meet the skill demands of the jobs. 

T. Foots oftMY gain in signfficanca through cxidittonai exploration of 
related dient feelings, ocHons, and thinking. 



8. Systematic exptofotlon of relevant topic areas during tt>e inlttal Intenff ew 
increases the likelihood that you will obtain "factual information with 
maximum meaning" from ttie client. 

Example 

"Shotgun Approach" 

An example of "Shotgun Approach" interviewing style is observable m part of the intake 
interview with a 27 yeor-old woman that follows 



1 


Co 


You're how old now^ 




^, CI 


27 


2 


Co 


Have you been trained for any jobs"^ 




CI 


Yeoh. 1 had secretarial training througl^^he WIN pro- 






gram 


3 


Co 


1 see Have you had contact with vocational rehabil- 






itation before, uh'? 




CI 


Yes. in Springfield 


4 


Co 


Oh. and how long ago was \hQP 




CI 


Oh. boy. 62. '63^ 




Co 


What type of medical problem do ycu have^ 




CI 


Diabetes 1 have to take insulin 


6 


Co 


Okay? how many units, uh. do you take'' 




CI 


50. once a day 


7 


Co 


Do you have any restnctions of any kind'^ 




CI 


No. no 


8 


Co 


Above the normal ones'' 




Ci 


Well. I'm on a dJet 



9 Co Uh-huh 

CI' An 1800 caloria diet 

10 Co Okay Are you able to carry on your daily routine a- 

round the home'> 

CI' Uh, yeah, most of the time Sometimes I get reoctions 
depending on how much I do 

11 Co Uh-huh. Is your husband from this area'? 

CI lie was born hbfe 

12 Co I see 

CI' He hasn't lived here in years though 

13 Co Are you renting now'? 

CI Uh-huh. 

14 Co Okay Have you worked since you moved here'? 

CI Yeah. I worked for Kelly Giiis for about c month 

15 Co JJti-huh Did you work for anybody before thaf? 

CI Not since we moved here 

16 Co I see And before you moved here^ 

CI Soles-clerkect for the Goodwill 

1 7 Co Uh-huh 

CI I imogine that was around '65 

18 Co' Did you flo this for a long period of time? 

CI No. just a short time 

19 Co Alright Are you receiving any welfare aid now^ 

CI Just, uh. stepfather aid for my daughter 

20 Co How much is that a month^ 

CI $83 a nnonth 

21 Co This IS through welfare'? 

CI Yeah, it's through welfare 

22 Co Did you complete high school'^ 

CI I took the GED test in *69 

23 Co How far did you go in forma! education^ 

CI I quit school in the 9th grade 

24 Co Alright, did you work at that point^ 

C! No jUSt dropped our of school 

25 Co You were living with your parents'^ 

CI Uh-huh 

26 Co Both parents'^ 

CI Right 

27 Co Did you have a large family^ 

CI Seven of us not counting Mom and Dad 

28 Co What were your reasons for quitting schooP 

CI I just didn't like it 1 couldn't get anywhere I wos real 
slovy at learning nothing would stick with me 

29 Co Who !S your family doctor'^ 



9. You will mom llkoly 100m more raievant InformoHon about the client if, 
wtiiie inteffviewfng, you often coveitty osk yourself questions about ttie 
client wtiicti tencT to guide your focus. 

Fof exompis: 

a "What do I know about \he client?" 
b "What do I need to know about the client?' 
Exampl#s of Covsrt Quettions that Guide Further Exploration 

1 Knowing that a client has recently been fitted for a functional hand prosthesis to 
replace his nonfunctional cosmetic hand is an important fact that gams in 
signiflcarK:e through additional relevant exploration. 

For •xompie: 

, How does the client feel about wearing the functional prosthesis in public, e.g , 
does the client feel too self-conscious to wear it in many social situations? 

2 Knowing that a client has been receiving psychotherapy for adjustment problems 
for the last year Is another important fact that gains in significance Through 
additional relevant exploration. 

For example: 

Does the client think that he has been helped by the psychotherapist? In what 
ways'? 



10* Use questions wttti moderation during ttie intake inten^ew. 

11- When you already have informcjtion about the client, pretending to not 
possess such can be counteiproductive. 



For example: 



Co Come in. Joe How are you doing*? 
C! Ah. I'm okay 

Co Glad you came in today I see that you 
were attending Allstar High School until re- 
cently 
CI Yes. sir 

Co That nghP 
CI Yes. sir 

Co How old are you'^ 
CI Eighteen 

Co Ahh what's the highest grcde youVe com- 
pleted'? 

CI Uh well the highest orade that i hove com- 
ple*ea is the tenth 

Co You were in the tenth at Allstar uh when 

you dropped ouT 
CI ves sir 



12. 
13. 
14. 



7 Co So vou actually completed the nintn grade 

ttien? 
CI Yes. ^ 

8 Co Comqjeted'^ 

CI Ves. sif\ 

9 Co You're ^ you were taking all tenth grade 

subjects'^ 
CI* Yes. sir 

10 Co AtAllstar^ 

CI Yes, sir 

11 Co What subjects were you making your low- 

est grades in*^ 
CI To tell you ihe truth. I was making my lowest 
grades in ali four of my subjects except 
PE 

12 Co Uh-huh According to the. uh. school rec- 

ords. I have here. uh. you were actually 
failing English and History and Math, and 
uh. Science Is that right? \^ 
CI Yes, sir. ^ 

13 Co How many people are there in your family^ 

CI Ah it's four 

14 Co Okay And. uh. is your father, uh. in the 

home'^ 

CI Uh. no, sir My reel father's not in the home, 
but rr\y stepfather lives there 

15 Co Okay What kind of work does he do*^ 

CI Uhh. I really don't know 

16 Co Your stepfather^ 

CI Ye? sir^ 

17 Co Uh. does your mother work*^ 

C! Yes Uh. no sir She isn't working nght now 
but she will be going back-pretty soon 

18 Co Uh. was it your mother that said that your 

stepfather works at a. uh. as a construction 
worker at Perfect Construchon Company'^ 
Is that nghP 
CI Yes Sir. thats right 
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informo^on Collection Assessment Form 



Ihe inlormofion Collechon Assessment Form includes topics v/hich moy be dis- 
c ussed during the initio, ohobilitot»on counseling inteiview Use the form to check 
♦he topics you heor discussed with the client during the inteiview 



i. Referral 



V. Wort( History 



1 Referroi source 

2 Client expectations 

3 Client feelings 

4 Previous conroct 

5 Previous services 

6 Current contoct with 
other ogencies 

7 Services fronn other 
agencies 



II. DIsaNlity/Medicai 



1 


Disobilitv ^ 


_ 2 


Multiple disobility'' 


3 


Durotion 




Stobility 


5 


Previous or current 




treotrrjent 


6 


Enmployrrjent linnitotions 


-f 


Daitv functioning 


8 


Client feelings 



. 1 Most recent work 
. 2 Weekty eornings 

fronn obove 
- 3 Length of employnnent 

from obove 
. 4 Sotisfoction with work 
. 5 Pertomnonce on job 
. 6 Feelings ossocioted 

v/ith obove 
. 7 Reoson for terminotion 
. 8 2-7 for previous employment 
. 9 Ability to get olong 

with supervisor(s) 
10 Ability to get olong with co-workers 
. 1 1 Present employment 

stotus 
.12 Length of p'-esent 

status 

. 1 3 Job .seeking behavior 



vn. Vocational Goals 



lir Sociol 



1 Montol stotus 

2 Living orrongennent 

3 Dependents 

4 Fomity members 

attitude 
5 Support from 

non-fomify 
t Satisfoction with 

Irving orrongements 
"7 Sotisfoction w'th 

sooo! life 
8 Leisure ac^fvties 



1 Vocotionol motrvotion 

2 Vocotionol objectrve 

3 Reoson for vocotionci 
objectrve 

4 Client's perception 
of obiliTy to ochieve 
vccotionol objective 

5 Other vocotionol gools 

6 Long ronge vocational 
planning 



Vn. Ef'ucatlon 



IV Economic 



SUQOO^ 

0*r^ef soj'ces 
o-' suDpor^ 
^^ooo cieD-s 



^ Highest grode completed 

2 !f not high schoo* 
g^oauoTe why'^ 

3 'f '^ot high school 
groduote hos client 
Dossed i^igh school 
eaurvoiencv exom" 

4 DisiiKes obout schcoi 
^Gvonte subtec *s 

^ No^-favo^t*e Subjects 



Information Collection Effectiveness 
Exercise 1 

1 Did the counselor appear to hove a systematic plan'? 



2 What major topics did the counselor and client discuss? 



3 What mojor topics did the counselor ignore that you would have covered? 



4 To what degree do you think the counselor "knows" his client bosed on his information 
collection effectiveness? ^ 



5. List the strong and weak points in regard to how the counselor handled this Intake 
interview 

Strong Points . Weak Points 



6 What might be the consequences of this type of information collection? 



7 In what ways might you have handled this interview differently^ 



Information Collection /issessment Form 



Directions The Information Collection Assessment Form includos topics wtiich may be dis- 
cussed during tr^e initial rehabilitation counseling interview Use the form to check 
the topics you hear discussed with the client during the interview 



I. Referral 



V. Work History 



^ Rererral source 

2 Client expectations 

3 Client feelings 

4 Previous contact 

5 Previous services 

6 Current contact with 
other agencies 

7 Services from other 
agencies 



II. DIsablllly/Medlcal 



1 Disability 

2 Multiple disability'? 

3 Duration 

4 Stability 

5 Previous or current 
treatment 

6 Employment limitations 

7 Daily functioning 

8 Client feelings 



. 4 
5 
. 6 

. 7 
8 
9 

.10 
11 

,12 

,13 



ilL Social 



1 Marital status 

2 LMng arrangtment 

3 Dependents 

4 ' amily members 
attitude 

5 Support from 
non-family 

6 Satisfaction with 
Irving arrangements 

7 Sotisfaction with ' 
social life ^ 

8 Leisure actfvrfies 



IV. Ecofwmic 



1 Primary source 
of support 

2 Other sources 
of support 

3 Unpaid debts 

4 AdditiorKJl sources 
of support in the 
future 

5 Medical tnsurcnccr 

6 ^iient feelings 



Most recent work 
Weekty earnings 
from above 
Length of employment 
from above 
Satisfaction with work 
Performance on job 
Feelings associated 
with above 

Reason for termination 
2-7 for previous employment 
Ability to get along 
with*supefvisor(s) 

Ability to get along with co-workers 

Present employment 

status 

Length of present 
status 

Job seeking behavior 



f 



VI. Vocationoi Goals 



1 Vocational motivation 

2 Vocational objective 

3 Reason for vocational 
objective 

4 Client's perception 
of ability to achieve 
vocational objective 

5 Other vocational goals 

6 Long range voc itional 
planning 



VII. Education 



1 Highest grade completed 

2 If not high school 
graduate, why'? 

3 If not high school 
graduate, has client 
passed high school 
equivalency exam'? 

4 Dislikes about school 

5 Favorite subjects 

6 Non-favorite subjects 

7 Grades 

8 Previous vocational training 

9 Reaction to vocational training 
10 Client feelings 



ERIC 



L 



Information Collodion Effectiveness 
Exercise 2 

1 . Did the counselor appear to have a systematic plan? 

2. What major topics did the counselor and client discuss? 

3. What major topics did the counselor ignore that you would have covered? 



4. To what degree do you think the counselor "knows" his client based on his information 
collection effectiveness? 

5. List the strong and weak points in regard to how the counselor handled this intake 
interview. 

Strong Points Weak Points 

{ 



6. What rhight be the consequences of this type of information collection? 



7 In v/hat ways might you have handled this inteiview differently? 



/ ■ 



Review of Guidelines for Informcrtfon Collection 



Often it is helpful td obtain a comprehensive understanding of the client during the initial 
Interview. That understanding is greatly a function of your ability to achieve The objectives 
found in your inteiview plan. Although, you do not have to collet every conceK able piece of 
Information about a client. yCu must obtain as much information as possible relevant to the 
achievement of your objectives. 

More relevant information will be yielded through your interviews if you: 

1. Can discriminate between relevant and irrelevant information to collect. 

2. Have a pre-intake interview plan. 

3. Systematically explore relevant topic areas, 

4. Asl< relevant .questions at appropriate times but do not act like a "grand inquisitor." 

5. Avoid a ''facts with minimum meaning" information collection approach. 

6. Facilitate the development of rupport by allowing the client sufficient freedom of 
expression within a logically structured interview. How to do that will be the focus of our 
next two sections-Non-verbal and Vertxal Interaction Techniques. 



/ 



Information Collection Topics 



Check the topics ihat you usually discuss 
wtth each client during an intake Interview 

I. Rafonral V. Wortc Hlttery 



II. 



III. 



IV. 



i Referrnl sourre 


i Most rpppnt work 


9 Client ©xDGctntions 


9 Weekly earnings 


3. Client feelings 


from above 


A Prf^niiQ pnntnpt 


1 pnrfth of emploympnt 


5 Previous spivirps 


from above 


A Current contort with 


A. Satisfaction with work 


other agencies 


5. Performance on job' 


7. Services from other 


A Feelings nssorioted 


agencies 


with above 


DltabilHy/M^dlcal 


7 Pen<;on for tpmninntion 


ft 2-7 for previous employment 


i. nisal?ility 


Q Ability to get niong 


9 Multiple disability^ 


with supervisor(s) 


.? niirntinn 


10. Ability to get along with co-workers 


A StobilltY 


Present prriploympnt 


Previous or rurrent 


Status 


treotment 


19 lengtfi of prpsent 


A Fmployment limitations 


status 


7- Doily functioning 


i.? loh seeking Kehnvior 


8 Client feelings 


\/|. Vocational Goals 


Social 


1 Vot-^ntionnl mottvntion 


... 

i Mamai stntus 


y vnmiionai ODjeciive 


7 Living arrangement 


3. Reason for vocational 


3 Dependents 


objective 


A. Family members* 


4. Client's perception 


attitude 

\^ 1111 U wt^^ 


of ability to achieve 


5. Support from 


vocational objective 


non-family 


other vocational goals 


5^atisfnction with 


A. Long range vocational 


living arrangements 


planninq 


7 Satisfaction with 


Vli. Education 


social life 


A 1 pisure activities 


1. Highest grade completed 




9 If not high srhool 




graduate, why? 


i Primary sourrp 


.? If not high srhoni 


of support 


graduate, has client 


2 Other sources 


passed high school 


of support 


equivalency exam? 


3 Unpaid debti 


4. Dislikes about school 


4 Additional sources 


5. Favorite subjects 


of support in the 


6. Non-favorite subjects 


future 


7 t:;rndps 


5 Medical insurance 


8. Previou^Qcational training 


6 Client feelings 


9 Peacticin^fc^^tional training 




10 Client feelinb^l 



A Decade of Rehabiittotion Counselor 
Information Collection Behavior 
<N=114) 

I. Referral Information 

Percent > 

50.88 1 Referral source, 

4123 2 Client expectations from Vocational Rehabilitation Agency. 

1141 3 Client's feelings associated with being referred or seeking vocational re- 
habilitation services. 

44 74 4 Amount of previous contact with a state vocational rehabilitation agen- 

, cy 

1 2 28 5 Previous services received by client fronn a state vocational rehabilitation 
agency 

37 72 6 Amount of current contaci with other agencies or professionals 

25 44 7 Services being received by client from other agencies and professionals. 

11. Disability/Medicai Information 

Percent 

85 09 1 Disability reported by client. 

56 14 2. Are there multiple disabilities? 

61 41 3 Duration of disabilitv(ies). 

43 86 4 Stability of disability(ies). 

7544 5 Previous or current treatment of disability(ies), 

43 86 6 Disability-caused limitations to employment. 

35 97 7 In wtiat man ner and to what extent has the client's disability affected him/ 
her in regard to non-employment related'daily functioning? 

34 21 8 Client's feelings associated with his/her disability 
III* Social information 

Percent 

65 79 1 Client's marital status 

75 44 2 Client's current living arrangements 

50 88 ' 3 Number of dependents 

" 9 65 4 Attitude of family members toward client's seeking of vocational rehabili- 
tation services 

4 39 5 Support from non-family associates 

20 18 6 Client's satisfaction with current living arrongenn.enls 

11 41 7 Chent*s satisfaction with social life 

15 79 8 Client's leisure time activities 



IV. Economic Informcrtion 



Percent 



65 79 


1 


Client's prinnafY source of support 


45 62 


2 


In addition to client's prmnafy source of support, does he she have other 
sources of support'? 


19 30 


3 


Does the client have any unpaid debts of significant size'? 


1316 


4 


Will the client have any additional sources of iriconne in the future'? 


37 72 


5 


Does the client have nnedical insurance'? 


22 81 

• 


6 


Client's feelings associated with his/her econonnic situation 
V. Work History 


Percent 






74 57 


1 


The client's most recent work experience 


34 21 


2 


How much was client's weekly earnings on that job'? 




o 


1 ^nnth r^f Pmnlr^v nPnt for thP inh 




4 


Hnw did the client like the lob'? 




5 


How well did the client perform the job'? ^ 


1 7 55 




What are the client's feelings about his, her most recent employment situ- 
ation? 


42 11 


7 


Reason for termination of that job ^' 


43 86 


8 


Infoimation on the majority of above pertaining to eartier job^. or deter- 
mination'of no eartier jobs 


5 27 


9 


How well did client get along with previous work supefvisor(s)'? 


3 51 


10 


How well did client get along with previous workers'? 


51 76 


11 


Is the client presently unemployed'? 


^ 1316 


12 


How long has the client Ireen unemployed'? 


10 53 


13 


Has the client sought work recently^ 
Vi. Vocational Goals 


Perc ^ 






7 


1 


Does the client want either a job or training'? 


67 55 


2 


Does the client hove a specific vocational goaP 


47 37 


3 


If yes why is the client interested in that vocational gocP 


27 20 


4 


How optimistic or pessimistic is the client about his her ability to achieve 
a vocational goaP 


25 44 


5 


Does the client have more than one potential vocational goaP 


6 14 


6 


What does the cl>^rTrseeTii^ doing, vocationally, frve years from 



now'? 

4 

I 



79 




Vii. Educational information 

Percent 

70 18 1 How far did the client go in schooP 

16 67 2 If client did not complete tiis/lier lost scliool experience, wliy? 

1316 3 If client did not complete h\gh sctiool. has he she passed a high school 
equivalency exam'> 

14 92 4 What did (does) the client like or dislike about schooP 

16 67 5 What were (are) the client's favonte.subjects in schooP 
7 02 6 What subjects did (does) the client dislike mosP 

' 23 69 7 What kind of grades' did (does) the client make'> 
28 95 8. Amount of previous vocational training'? 
'8 7jB 9 V Client's reaction to previous vocational training 

1 7 55 10 Client's feelings associated with his hereoucational experience and ed- 

ucational status 



Percent 



Vill. Miscellaneous 



9 65 1 Client's perception or understanding of what has transpired during inter- 
view 

8 78 2 Client's plans between now and next interview 



I 



Informaflon Coiiection Topics 



Topics usualty dismissed by the Majoiity of RehabiiitotiorrCounselors during 

the Intake Interview ^"^^.^ 



L Referral 



V. Wortc HIttofy 



1. Referral source 

2. Client expectatioris 

3. .Client feelings 

4 Previous contact 

5 Previous services 

6. Current contact with 
other agencies 

7. Services from other 
agencies 



iL DIsabiiHy/M^dical 



1. Disability 

2. Multiple disability? 

3. Duration 

4. Stability 

5. Previous or current 
treatment 

6. Employment limitations 

7. Daity ^Jnctioning 

8. Client feelings ' 



. 4. 
. 5. 
. 6. 

. 7. 
. 8. 
. 9. 

.10, 
.11. 

.12. 

.13. 



f^ost recent work 
Weekty earnings 
from above 
Length of employment 
frcpm above 
Satisfaction with work 
Performance on job 
Feelings associated 
with above 

Reason for termination 
2-7 for previous employment 
Ability to get along 
with supervisor(s) 

Ability to get along with co-workers 

Present employment 

status 

Length of present 
status 

Job seeking behavior 



VI. VocoHonoi Goals 



IIL Social 



1 Mantal status 

2 Living arrangement 
3. Dependents 

4 Fomity members' 
attitude 

5 Support from 
non-famlty 

6. Satisfaction with 
living arrangements 

7 Sotisfaction with 
social life 

8. Leisure activities 



1 . Vocational motivation 

2. Vocational objective 

3. Reason for vocational 
objective 

4. Client's perception 
of ability to achieve 
vocational objective 

5. Other vocational goals 

6. Long range vocational 
planning 



VI L Education 



rv. Economic 



-A 



1 Primary source 

of support 
2. Other sources 

of support 

3 Unpaid debts 

4 Additional sources 
of support in the 
future 

5 Medical insurance 

6 Client feelings 



1. Highest grade completed 

2, If not high school 
graduate. v\^y? 

3 If not high school 
graduate, has client 
passed high school' 
equivalency exam? 

4 Dislikes about school 

5 Favorite subjects 

6 Non-favorite subjects 
7. Grades 

8 Previous vocational training 

9 Reaction to vocational training 
10 Client feelings 



Systematic Inteiview Programming Format 



1 What are my objacth/es for this irfteiview? 

2 What information does the client need from me to achieve those objectives? Specrfic 
topics developed in Section III, such as role & function of agency, my role & function, 
client rights. & responsibilities. 

3 What information do I need from the client to achieve those objectives? Specific topics 
developed in Section IV under the categories physical factors, education-voc. skill & 
Interest factors psychosocial factors, economic factors. & voc, choice & job accessibility 
factors. 

4. What is the most effective and efficient way to exchange that informationT? 

A Attract the client in a facilltative manner so that he/she comes to the interview with a 
positive attitude. 

8 Carry out all the guidelines for effective planning. 

C Structure the inteiview setting making it conducive to the exchange of information. 

, D When disseminating information attend to language level used, amount of 
information in one shot, timing, and client's comprehension of the information 

E When collecting informotion. be selective, a^id a facts with minimum meaning ap- 
proach, be systematic, and use questions in moderation 



Relevant Information Awareness 





Known to Counselor 


Not Known 
4o 

Counselor 


Known 

to 
CliGnt 


Known Dimension 


Hidden 
Dimension 


Not 




2e 

3 J . 


Known 

to 
Client 


Blind Dimension 


nown 
»nslon 



f'- 

0 
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Section V 

Exchanging Information via 
Non-Verbal Interaction Techniques 

I 

> 



O 1 



Non-Verbal Interaction Techniques 



Purpose of Section V 

1 To learn about a set of Non-Vertxjl Interaction Tectiniques that serve to initiate the helping 
process and facilitate the exchange of irfomnation. 

2. To leom the skills of exchanging information in a non-vertxil fashion 

3. To learn the skills of facilitating the information exchange process 

4 To contrast the innpact of effective and non-effective use of Non-Vertxjl Interaction 
Techniques. 

5 To practice Non-VertX3f Interaction Techniques 

Definition of Non-Veibal Interaction Techniques 



Stops 

1. Positioning - posturing the body 
2. Observing - seeing the client's non-verbal communication 
3. Listening - hearing the clienrs vertxil responses 

Importance of Non^Verbal Interaction Techniques 



Objectives of Non-Vertxi! Interaction Techniques Training 



step I - Positioning Techniques 
Definftion of Positioning 



importance of Facllitatlve Positioning 

\ 



\ 



ObjecHv^ss of Po«itionlrtg Twining 



Guidelines for Facllitcittve Positioning 

1 Put aside what you are doing and give the client your full attention. 

2 Establish a proper distance t>etween you and the client 

3 Face \he client squarely 

4 Leari or rotate your body toward the client 

5 Develop eye-contact 

6 Assume and maintain an "open" posture 
. 7 Maintain a relaxed manner 

8 Refrain from distracting movements 

9 Be aware of special positioning considerations for certain types of clients 

Other Guidelines 

10 
11 
12 
13 



fv>$$lb!e Results of Non-FccllHattv© Positioning 
1 

2 
3 

4' , • 

5 

6 

7 

3 

} 

Possible Results of FaciHtottve Positioning 
1 

2 
3 
4 

5 

6 
- 7 
8 



t 



Discriminating Between Effective & Non-Effective Positioning 






1 Is the above position helpful or non-helpfuP 

2 Why^ 
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Discriminating Between Effective & Non-Effective Positioning 

continued 





step II ^Observing ttie Client 
Definition of Observing 



Importance of Obsen/ing 



Obj^lves of Observing Training 
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Guidelines for Facilltative Observing 

V 



1 Look at the client's Positioning. 
2. Look at the client's grooming. 
3 Look at the client's level of activity. 

4. Look at the client's gestures. 

5. Look at fgcial expressions. 

6 Look for feelings. 

7 Look for patterns in the client's non-verbal l:)ehQfvior. 

8 Non-Verbal cues should present you with hypotheses to be checked out with client 

Other Guidelines 

0 

10 
11 
12 



v--^ step ill • Listening Techniques • 
Definition of Listening 



( 

Importance of Listening/ 




Objectives of Listening Training 



"0 
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Guidelines for Effective Listening 

1 Resist internal distractions. 

2. Initially suspend judgement 

3. Hove goals tor Listening. 

4. Listen for \he client's description of his/her situation. 

5. Listen tor the client's feeling. 

6. Listen for client's description of his/her behavioral resp>onse to a situation 

7. Listen for the client's major area of concern. 

8. Listen for common themes, 

9. Listen to the client's tone of voice. 

10. Be aware of any inconsistencies in the client's communication. 

1 1 . Communicate your attentiveness. 

Other Guidelines 

12. 
13. 
14. 
15, 



O 
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Observing4.istenihg 
Exercise 1 

1 Old the inleiviewer practice facilitative obseiving? 



2 Did the counselor practice effective listening? 



3 What major mistakes did he make? 



4 Which of the guidelines for effective observing and listening con you be sure he 
performed? 



5 What are some things you learned about the client just by obseiving and listening to him? 
possible Results of Ineffective Observing and Listening 



Observing-Listening 
Exercise 2 

1 Did the inteiviewer practice facilitative obseiving? 

2 Did the counselor practice effective listening? 

3 What were his strong points'? 

4 Which of the guidelines for effective observing-listening can you be sure he performed? 

5 What are some things you learned about tne client just by observing and listening to him^ 

Possible Results of effective Observing and Listening 

(i t 



Observing and Listening Practice Exercise 



Discussion Topics; 

A Interrqcial marnagesVgood or bad'^ Why? 

B Premarital anct extrarr^aritai sex Acceptable or nof? Why? 

C Require certification and/ or licensure for rehabilitation counselors v 

D Merge Rehabilitation and Welfare and do away with eligibility requirements 

E Double sex standards for men and women For or against? Why? 

F Equal employment opportunities for men and women 

Discussion Questions: 

1 Was It difficult to listen to the other person? If so. why^ 

2 Did you have difficulty formulating your thoughts and listening at the same fime'^ 

3 Did you experience any of the signs of mal<ing judgements? 

4 Were you able to feed back to the Speaker what you heard without any inconsistencies? 



Non-Verfoai Interaction Techniques 



Posmoning ^ 

attention 

distance 

face squarely 

incline body toward 

eye-contact 

open-posture 

relaxed 

no dtstracting movennenTo 



Listening 

no internal distractions 
suspend judgement 
goals 

actual words 
selMalk 
feelings 
actions 

area of concern 

themes 

tone of voice 

inconsistencies 

attentiveness 

wait 



Observing 

client's positioning 
grooming 
level of activity 
gestures 

facial expressions 

feelings 

Dotterns 
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Interaction Techniques Self-Assessment Guide 
Part I : Non-VertMl Behavior Check Ust 

During an inteiview I f>erforTn the following behaviors. . . 
Yes No N/A 

^ 1. Put aside what I am doing and give the client my total attention. 

. 1 2. Establish a proper distance between me and the client. 

3. Face the client squarely. 

4. Lean or rotate my body toward the client. 

5. Develop and maintain eye-contact. 

' j_ 6. Assume and maintain an "open" posture. Do not cross arms and 

legs. * 

7. Maintain a relaxed position. * 

8 Refrain from distracting movements (fidgeting, etc.). 

9. Observe the client's postunng. 

iO. Observe the client's personal appearance. 

; ii. Observe and determine the client's level of activity. 

12. Observe the client's gestures. 

^ 13. Obseive the client s facial expressions. 

14. Look for and determine the clienfs feelings from the client's non- 

verbal communication. 

- ' 15 Look fo^ CMDttems in the client's non-verbal communication. • 

^16. Develop hypotheses based on the client's non-verbal cues. 

1 7. Resist internal distractions. Focus feay total attention on the client and 

not think about extraneous things. 

4B. Initially suspend judgement. I chow none of the evidence of 

judgemental thinking such as interrupting the client, obvious 
affective reactions, etc. 

>j9 Have goals for listening. I know exactly what I am listening for and 

listen systematically. 

. ^20 Listen to the actual words of the client that describe the situation 

1 ^ he/she is talking about. I hear exactly what the client says he/she 

sees, hears, senses, etc. 

21 Listen for a description of what the client says to self about the 

• . situation k>eing discussed. 

22. Listen for anci determine the client's. feelings from his/her verbal 

> ^expressions. 

23. Listen for the client's description of his/her behavioral actions in the 

situation. 
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24 Listen for and focus on the client's major area of concern. 
J5_.Listen for connmon themes in the cji^s verbal expressions. 

26 Listen to client's tone of voice, volum^. intensity, rapidity, etc. 

27 Am aware of any inconsistencies in the client's communication 
especially between verbal and non-verbal communication. 

28 Communicate my attentiveness , by varied facial expressions, 
smiling, head nods, hand gestures, etc. \ 



(I 



Systematic inteivlew >rogramming Format 



1. What are my objectives for this interview? 

2. What lnfomnatior\ does the client need fronn nne to achieve those objectives? 

A. Specific topics developed in Sedtion III. ' 

B. Knowledge of my attitude that demonstrates respect, positive regard, concern, 
aftentiveness, involvement, lotc. 

3. What information do I need from the client to achieve those objectives? * ' 

'A. Specific topics developed in Section IV. . 
B. Knowledge of client's attitude and involvement. 

4. What is the most effective and Efficient way to exchange that information? 

A. Attract the client in a facilitative manner so tt^at he/sfte comes to the interview with o 
positive attitude. ' > ' 

B. Carry out all the guicJelines for effective planning. 

C. Structure the interview setting making it conducive fo the exchange of information. 

D. When disseminating information attend to the language le^Lused. annount of 
^ information in one shot, timing, and inteArtewees ^comprfefl6?feion of the 

information. , ' ^ ' 

E. When collecting information, be selective, avoid a facta with minimum meaning ap- 
' proach. t . * ' ^ ' * 

F. Practice effective positioning, observing, and listening. 




Relevant Information Awdrene^ Matrix 





Known to Counselor* 


Not Known 

. to 
Counselor 


« 

Known 
to. 
Client 


Known Dimension 


DImen 




\ 


^ 9 

O 3 
3 


Not 
Known 






to 
Client 


_ T ■ 

Blind Dimension 


nknown 
mension 




• * 






• 


• 


4 
J 


> 

•> 

•J 






« 




• 


i 


* 
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• 
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Section VI 



Exchanging Information via 
' Verbal Responding 




Exchanging Informcrtion via Verbal Responding 



Purposes of Section VI 

1. "^o learn about Moment-to-Moment Verbal iptera^ton Techniques that are used most 
frequently to Collect and disseminate information during the intake inteiview. 

.2. To learn the different uses of Moment-to-fVloment Responses, 

3. To learn how to identify fVloment-to-fVloment Responses that are used to exchange 
information. , ^ 

" 4. ToHeam how to identify major response modes/styles. 

5. To contrast effective onQi non-effective response modes/styles. 

6. To synthesize and integrate everything learned up to this point by examining Interaction 
Profiles which include total interviews instead of Moment-to-fVloment Responses. 

7., To practice a focijitqtive response s^/le. 

Definition of Verbal Interaction Techniques 



Step I - Moment-to-Moment Responses During ttie Intake Inteiview 

Definition of Moment-to-Moment Responses > , 

* /■ 



^Most common Moment-to-fVloment Resptonses during the Intake Inteiview: 

1. The Continue Response * 

2. The Restricted-Focus Response 

3. The Exploratory-Focus Response 

4. The Check Response 

5. The Declarative Response 

\ 6. The Self-Expressive Response 

(mportance o( Moment-to-Moment Responses 



Inn 

-j^ \j *^ 
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The Continue Response 



Definition 



Common examples 

Verbal: "um-hum" 
'Ves" ^ 
"right" 

Non-Verbbl: body posture 
\ head nods 
smile 

hand gestures 

importan<^ 



Common uses 



The Re$tiicte<i-Focus Response 

Definition 



Common descriptors 

closed-ended questions 
binary-focus responses 

Common examples 

How old are you? 

What is your name? 

What is your social security number? 

Have you been here before? 

Importance 



Common Uses 



The Expioratofy-Focus Response 

o 

Definition 



Comnrion examples 

Tell me more about. . , v 

What do you think dbout this plan? 

Describe the situation to me. 

How did it happen? \ 

Importance 



Common uses 



r The Check Response 

Definition 



Common descriptors 



reflectipns 
. varifications 
paraphrasing 
restatement 

Com>Yion examples 

You mean. . . 

You're happy because you. 
I understand you saying. . . 
Essentially then. . . 

importance 



Common* use^i 




The Declarative Response 



Definition 



Common descriptors 

Informing 
Statement-of-fact 
Instructions 
Explanation 

Common ttxamples 

Our Agency can do this. . . 
His/her office is located. . . 
You scored at the 95th percerttile. . . 
To be eligible you must. . . 

Irrporiance 



Common uses 



Definition 



Common descriptors 

advice 

support-approval-assurance 

opinion 

self-disclosure 

Common examples 

I think you sfiould. . . 
I'm really concerned about you. 
Oh, I think you will be okay. 
I don't like that. 

impoftance 



/ 



The l^tf-Expresslve Response 




Common uses 



Interaction Techniques Classification Form: Worksheet 
X Type of Response 



Contiaue 

/ 
\ 


Restficted 
Focus 

« 

\ 

• 


Exploratory 
Focus 

* 


Check 


Declarative 


Self. 
Expressive 

• 


Total 

• 































total 
percent 
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Guidelines for the Facilitative Use of Moment-to-Moment 

Responses 



1. Use exploratory-focus and check responses to open ttie intake interview. 

2. Use explorotofy-focus responses to gather infonnation from ttie client's perspective. 

3. Utilize exploratory-focus and check responses to breok unproductive pauses during the 
interview. 

4. Use exploratory-focus, check, and continue responses frequently to build, strengthen, 
and maintain rapport. 

5. Use exploratory-focus, check, and continue responses when you want to gather 
additional information about a topic being discussed. 

6. Use exptaiiptory-focusrcheck, and con'tinue responses to facilitate client self-exploration. 

7. Use restricted-focus responses to gather S0ftcific bits of information. 

8. Use restricted-focus r^ponses to narrow the area of conversation. 

9: tfse'cbntinue responses freely to encourage the client to keep talking v\rithout interruptirtg 
his/hen momentum. 

1 0. Utilize check responses lO communicate your understanding of what the client is sciying 
11 Use declarative responses to present factual ififormation needed by the client. 

12. Make your declarative responses as descriptive in character and neutral in tone as 
PS^sible. • 

13. Moke your declaratK'3 responses in a language the client can understand. 

1 4. When you tijink the client can benefit from information from your own frame of reference, 
use self-expressive responses. 

15. Avoid self-expressive responses in the form of inappropriate advice. 

16. Avoid se'^-expressive responses that communicate low levels of respect and negaU/e 
regard. 

Other Guidelines 

17. 

18. ' . ' 

2a 



Using Moment-to-Moment Re^pons^s 



m\izi tt)« 



When You Want To 


Following Response 


Examples of How 


^Why ^ 


Open an interview * 


Exploratory-Focus 
Check ^ 


• 

"Let's begin by 
you telling me • 
what brings you 
here." 

•You look a little - 
anxious today." 


4 Focuses inter- ; 
view on client 
concerns 


Gather infor- 
mation from the 
client's per- 
ception 


Exploratory-Focus 
• 


— ^ 

•"A'hat are you . 

thinking right 

now?" 

"Tell me more 
about. . ." 


Enables you to 
ovoid imposing 
your own diag- 

' nostiq biases 
into the infor- 

• motion process 
andjninimizes 
categorical and 
labeling biasds * 


10 DreoK unpro- 
ductive pauses- 
Get client to 
start talking 
again after , 
lapse in dis- ^ 
cussion 


F Y n 1 o rn t ri IV- P n 1 1 

Check * 


"Tell me what you 
qre thinking right 
now.': 

•You seem to hove 
a loss for wordr 
right now. " - 


Encourage client- 
to talk. with 
many alternatives 
for Self- 
expression 


Build, strengthen 
and maintain 
rappQrt 


£xploratoiV-Focus 

Check 
Continue 


"Tell me what 
you are experi- 
pnclnn rinht 
now." 

"It seems* that 
you think you 
are . ." 
"Um-hum" 


Communicates 
attentiveness, 
interest, concern, 
involvement, and 
allows client 
free expression 
thus focusing- 
interview on 
cliei^t concerns 


Gather additional 
information about 
a topic being ^ 
discussed 


Exploratory-Focus 

Check 

Continue 


•'Tell me more 
about. . . ' 
^ "Essentially 

then you think. . ." 
•Yea': 


Facilitates the 
client's elabo- 
ration of a 
point 


Facilitate client 
self-exploration 


Exploratory-Focus 

Check' 

Continue 


' "Tell me a little 
about yourself." 
'You are angry 
because you. . 
"Um-hurri" 


Communicates 
' attentiveness, 
interest, concern, 
involvement, and 
allows client 
free expression 
thus focusing 
interview on. 
client concerns 



Gather a specific 
bit of infor- 
mation 



Restricted-Focus 



"How old are 
you?" ; 



Most direct means 
of gathering 
specific bits 
of information 



When You Wont To 

Narrow the area 
of. conversation 


Utilize ttie 
Following Response 

Restricted-Focus 


Y « 

Examples of How 

"How old are 
you?" 


Why 

Focuses the 
client's jotten- 
tion on a central 
[s5ue 


Encourage client 
to keep talking 
without inter- 
ruDtina his 
momentum 


Continue 


"Um-hum" . * 


Communicates 
attentivertess, 
interest, concern, 
and involvement 


Communicate 
understanding so 
as to get addi- 
tional infor- 
mation 


Check ^ 


'7ou're really 
tense." 

f ^ 


Lets client know 
you understand 
and encourages 
continued talking 


Give client 
factual objective 
Information 


Declarative 


"Our agency will 
do this. . ." 


Gives client 
information not 
readily available 
to him 


To express 
assurance and 
support 


Self-Expressive 

> 


"1 think you can 
do it." 


Sometimes needed 

duringhelping 

inteiview 


To disclose some- 
thina about self 
to client 


Self-Expressive 


"1 once had that 
same experience, 
1. . ." 


Sometimes needed' 
during helping 
inteK/jew 


Gh/e clierit 
information from 
your own frame of 
reference 


Self-Expressive 


"This is the way 
1 see it." 


Sometimes needed 
during helping 
interview. 



•AllVeibal Interactian Techniques are used ih conjunction with Facilitative Non-Verbal Interaction Techniques 



step II • Major Response Slytes during 
the-lntake Inten^iew ^ 

Definition of Response Styles 



impottance^of Response Styles 



/ 



Objectives of Response Style Training 



inteiview PnMla 



\ 



Inforrnation 
CoU«etion 



information 
DIs— minatlon / 



T 



100 



90 
80 
70 
60 
50 
40 



z 



30--. 



20 
10 
0 



Continue Rattrtctod- Exploraiofy* Check Dodarottve $^ ^ 



Focus 



Focus 



ExprMSlve 



The Listener 



DeflnWori 



Description of Usttner 
Effect of Listener on Client 



Definition 

✓ 



Description of Intenogcrtor 



Effect of Intenogotor 
on Client 



The interrogator 



1 



Definition 



Tha Explorer 



^ ' Description of Explorer 



Effect of Exptorer 
on .Client 



DefinWon 



The Reflector 



DN»tC7iption of Reflector 



Effect of Reflector « 
on Client 
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1 ') 



\ 



Description of Informer 



Effect of Informer 
on Client 



\ 



Definition 



The informer 



Definition 



The Self-Expresser 



- Description of Self-Expresser 



Effect of Self-Expresser 
on Client i 



Interaction Profiles of Retiabilltcitlon Counselors 
During initial inteaviews 



P•^ 

cent 



Information 
Colleeflon 



information 
Dissemination 



100 
90 
80 
70 
60 
50 
40 

20 
10 
0 




























• 
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- 






























. 45% ^ 


\ 










- 












§ 


18% 






* 




• 

- 





Continue 



Rdstrictod- ExptorakMy- 
Focus Fdcus 

r 

13 State Sample » Late bffs, Early 70*$ 



Check DoclaroHve Self- 

Expressive 



(N=32) 




^6° 
ERIC 



interaction Profiles Rehabilitation CoMnselors 
During ttie initial inten^iew 



P•^ 
c»nt 



Information 
Collection 



Continue Resfrictod- Explorcrtoiy- 
Focus Focus 



Check 



1 State Sample - Mid 70*$ 
^ (N=56) 



infomnation 
Dissemination 




Declarative 
& 
Setf- 
Expretslve 



Notes: 



) 



Interaction Profiles of Rehabilitation Counselors 
During ttie Ihitiai Inten/iew 



cent 



Information 
Collection 



Information 
Dissemination 



inn 






• 








90 














80 


















c 

i 
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40 




39% 


V 








30 






t 

t 








20 






17% 








• 10 






1 II 1 






I 












^^^^^^ 




Continue 


Restricted- 


Explorotoiy- 


Check 


Declarative 


SeH- 






Focus 


Expressive 



1 state $^ampie • Late 70's 
(N=30) 



Notes: 




Guidelines for a Facilttottveltesponse Style 

Behold the Fociiitator: ' 

1. Assume a position to exchange information in the nr^ost effective nnanner. 

2. Observe the ciient. 

3. Listen to your ciient. , • 

4. Open the interview with responses that wiii focus on th^ c(C.cemz of the ciient. 

5. Continue- to facilitate the information exqhance process by focusing on the ciient 
concerns. 

6. Aliow the ciient as many alternatives for self-expression as poss»ble. 

7. Faciiitate the clienf s elaboration of topics. 

8. Use responses that tend to widen the clienf s perceptual field. 
9! "Train" your clients to freely express themselves. 

10. Establish this "training" process earty. 

11. Build, strengthen, and maintain a positive relationship. 

12. Communicate you attentiveness, concern, and involvement. 

13. Avoid the use of questions as your only tooyor gathering information. ^ 

14. Let the client know you are hearing him/her corroctly. 

15. jCommunicate your empathic understanding of the client frequently. ^ 

16. Dp not hesitate to clear up your thinking of what the client's communication may meon. 

17. Break unproductive pauses during the interview with responses that keep the focus on the 
client. ^ 

18. When factual information is needed, by the client, utilize declarative responses 
appropriately. 

19. When information from your frame of reference seems roproprlate, use seif-expresslve 
. responses wisely. , 

Other GuldellnM 

20. 
21. 
22. 



Suggestions for a Facilitative Response Style 



Us# What 


When You 
Wont to 




How 


Positioning 


Engage client 


.Communicates 
attentlveness, 
involvement & 
concetn 


Posture 


Obseiving ^ 


Collect non- 
vertxil infor- 
mation & 
communicate 
respect 


Enables you 
to really - 
"see" client 


. Look at 
client 


Listening 


, Collect 
vertxil 

information & 

communicate 

respect 


^ Enables you 
to really 
*'hear" 

client ^ 


Active . 

Listening 

Tecnniques 


Explprotoiy- ^ 
Focus & 
Check 
Responses 

\ 


Open the 
interview 


Focuses in- 
terview on 
^ client 
. concerns 


/ "What can 1 
do for you 
today?" 
"You look 
/ qttte excited 
about some- 
thing." 


Exploratory- 
Focus- 
Responses • 

i 


Gather intor- 
mation from 
client's 
frame of 
reference 


Avoids impos- 
ing your own 
biases into 
information 
gathering 
process 


"What do you 
think about 
it?" 


Continue. 
Check, & 
Explpratoiy- 
Focus 
Responses 


Build, 

strengthen, & ' 
maintain a 
positive 
relationship 


Facilitates 
rapport 

* 


"Uh-hum" 
"You seem 
down today." 
"Describe 
your reaction.' 


Continue, 
Check, & 
Exploratoiy- 
Focus 
Responses 


Allow client 
as rr\Qr)y/ alter- 

< natives for 

^ self- 
expression 
as possible 


' Does not re- 
strict ex- 
pression. 
> Encourages 
expression 


"Uh-hum" 
"So you don't 
like it that 
way." 

"Describe the 
situation." 


Exploratory- 
Focus 
Responses 


Widens 
client's 
perceptual 
field 


Solicit the 
client's 
views, 
opinions, 
thoughts, & 


"How do you 
see it?" 













• 

UMWhcrt 


WhMYou 
Want To 


\ 

Why 


. How 




• 


Exploratory- 
F^us. Check, • 
Ao^ontinue - 


Focus on 

client's 

concerns 


Allows 

. client free- 
dom of 
expression 

< 


j'What do you 
think of it?" 
'You're really 
angiv about 
that." 
"Uh-hum" 




• 


Exploratory- 
Focus. Check, 
& Continue . 
ResF^pnses 


Facilitate 
elaboration 
of topic 

• 


Encouroges, 
narrative 
type respond- 
ing instead 
of short 
( quick answers 


"Tell me more » 
about.'' 

"This is wtiat . 
1 hear you. 
saying. . r 
"Uh-hum" 






Explorat^- 

Focus 

Responses 


Train your 
client to 
respond more 
openly 


Encourages 
narrative 
statements 
instead of 
short quick v 
answers 


"Describe 
your 

fejction." 






Exploratory- 
Fdcus. Check. 
SContlnue 
Responses 


Set a pattern 
that fadfr 
totes free 
expression 


Avoids a 
pattern that 
discourages 
" free 
expression 


"How did you 
do/see that?" 
"You seem 
depressed / 
today." 
"Uh-hum" 




V 


Exploratory- 
Focus & Check 
Responses 

« 


Avoid ques- 
tioning OS 
only tool for 
gathering 
information 


Allow olterr 
note forms of 
information 
gathering* 


"Tell rpe more 
about, . ." 
"Describe the 
situation," 
"Then you 
realty wont 
to. . ." 




V 


Non-verbal 
Interaction 
Techniques 
& Continue 
Responses 


Communicate 
your otten- 
tiveness. 
concern and 
involvement 


Communicates 
respect 


Position. 
Observe, 
Listen. Label. 
"Uh-hum". head 
nods, hand 
gestures 




1 


Restricted- 
Jocus 


Gothei 
strictty 

factual infor- 
mation 


Most direct 
means 


"How old 
are you?" 
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Check 
Responses 


Let the 
client know 
how you he*ar 
him ' 


Communicates 
understanding 


"What 1 hear 
you saying 
ls..t ." 
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WhMtYou 

UMWhoit Want To Why 



How 



Check 


Cleor up 


Provides 


"Essentially 


Responses 


your thinking 


opportunity 


then you 




OS to what 


to clarify 


want to. . 




client 


any mis- 






nneans 


understanding 




Exploratory- 


Break unpro- 


Keeps the 


"What are you 


Focus & Check 


ductive 


focus on « 


thinking right 


Responses 


pauses 


client & en- 


now?" 




during 


courages 


"You seenn a 




inteiview 


self-expres- 


little con- 






sion 


fused." 



Declarative Giveractucl Provides "Our agency 

Responses information client with can do this." 

^ ■ needed infor- ^[Descriptive 

\ * motion not in character, 



^ ^' readily avail- neutral in 

able to tiim tone & in a 

language client 
can understand) 

Give infor- Sometimes "You can do 

ssive motion from helpful ^t." 

Responses your frame during (Avoid advice 

of reference interview gMng, preach- 

ing, blaming, 
"exhorting. 

^ placating, ca- 

joling, intel- 
lectualizing. etc.) 



( Sei\ 
^Exora 



Information Dissemination Assessment Fomi 



Directions The Information Dissemination Assessment Form includes topics wtiich may be 
discussed during the initial rehabilitation counseling iriterview in categqries l-IV. 
Use the form to check the topics you hear discussed with the client. Category V , 
allows you to assess the mannerlr) which information was disseminated. Race a - 
check by each behavior you thinjc was performed. 



Itole If Function of tti<» 
Rehobil^on Agoncy . 

1 Purpose of agepcy 

2. What* the agency is not ' ^ 

3 Eligibility criteria , - 

4. Fact that an eligibihfy 

decision will be made * 

5. Services provided 

6. Objectives of certain 

services 

7. Why the person was referred 



IV. Client ResponsibilHIes 



' II. Role If Function of tt)e 
^ Rehabilitation Counselor 



1. Arranger of sers/ices 

2. Provider of services 

3. Clienradvocate 

4. Team member ^ 

5. Joint approoch y/ith cliem^' 

6. Actions in specific (/ 
situations U 

7. Lack of action in specific 
situations 

8. Interview information 
utilization 

9. External information 
utilization 



V. Style 



III. Client Rights 



i Objectives of interview 

2. Confidentiality 

3. Right to appeal ineligibility 
4 .Appeal process 

5. RigW to administrative review 

of service dissatisfaction 
6 Civil rights 



1. Regarding general 
medical exam 

2. Why exam is needed 

3. What the exam consists of 

4. Regarding specialist exam " 

5. What specialist.exams are 
needed 

6. Why specialist exams are 
needed 

7. Explanation of forms 

8. Why forms are to be signed 

9. Responsibilities beyond ^ 
eligibility determination 

10. Specific responsibilities in 
relation t specific services • 
beyond eligibility determination 



1 Communicated information 
at the client's level of under- 
standing, 

2 Avoided presenting too 
much information in *'one 
shot." 

3. Provided information in a 
well timed fashion. 

4 Made sure client under- 
stood information provided. 



Information Collection Assessment Fomn 



Directions The Information Collection Assessnaent Fomn includes topics wtiich nnay be dis- 
cussed during the initial rehabilitation counseling inteiview. Use the form *o check 
^the topics you'hear discussed with the client during the interview. 



I. Referral 



V. Wortc HI$tofy 



1r Referral source 

2. Client expectations 

3. .Client feelings 

4. Previous contact 

5. Previous services 

6. Current contact with 
other agencies 

7. Services from other 
agencies 



II. DIsabilHy/Medlcoi 



III. 5^1al 



1 
2 
3. 
4 



Disability 

Multiple disability? 

Duration 

Stability 

Previous or current 
treatment 

Employment limitations 
Daily functioning 
Client feelings 



Marital status 
Living arrangement 
Dependents 
Family members' 
attitude 
Support from 
non-family 
Satisfaction with 
living arrangements 
Satisfaction with 
social life 
Leisure activities 



, 1. 
. 2. 

. 3. 

. 4. 
, 5. 
. 6. 

. 7. 

8. 
. 9. 

10. 
.11. 

.12. 

,13 



Most recent work 
Weekly earnings 
from above 
Length of employment 
from above 
Satisfaction with work 
Performance on job 
Feelings associated 
with above 

Reason for termination ^ 
2-7 for previous employment 
Ability to get along 
with supervisor(s) 

Ability to get along with co-workers 

Present employment 

status 

Length of present 
status 

Job seeking behavior 



Vi. Vocational Goals 



i. Vocational motivation 
2 Vocational objective 

3. Reason for vocational 
objective 

4. Client's perception 
of ability to achieve 
vocational objective 

5 Other vocational goals 

6 Long range vocational 
planning 



VII. Education 



IV. 




Other sources 
of support 
Unpaid debts 
Additional sources 
of support in the 
future 

Medicoi insurance 
Client feelings 



1 Highest grade completed 

2 If not high school 
graduate, why? 

3 If not high school 
graduate, has client 
passed high school 
equivalency exam'^ 

4 Dislikes about school 

5 Favorite subjects 

6 Non-favorite subjects 

7 Grades 

8 Previous vocational training 

9 Reaction to vocational training 
10 Client feelings 



Interadtion Techniques Clatslflccrtlon Form: Worksheet 



TVpeof 



ponse 



Continue 



Restricted 
Focus 



Exploratory 
Focus 



Check 



Declarative 



Self 
Expressive 



Total 



total 
percent 
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Inteivlew Profile 



Cut 

100 
90 
80 
70 
60 
50 
40 
30 
20 
10 



information 
ColltcHon 



Information 
Disfm nation 



4 



0 



Confinu* RMtridMi- Expioratoiy- Check D«ctarattve S«if- 

Fociw Focus Expf»»«h/e 



Draw your proflla In accordance wHh how you believe your profit* of InterocWon Techniques 
wouW look for one of your typical Inftfal Intenriews. , 



1 ' ) " 



\ 



Interaction Tectiniques Self-Assessi^ent Guide 
Part II - Vertxil Responding 



During an interview kperfomn the following behaviors. . . 
Ym No N/A 

1. Open the inteiview with an open-ended questioner statennent that 
focuses on me concerns of the client. 

2. Allow the client as nnany alternatives for self-expression as possible 
by nnaking open-ended questions ahd statements, reflecting nny 
understanding of what the person is saying, and use short vertxal 
responses such as *'uh-huh*\ "yes" etc. that ecourqge him/her to 
continue talking. 

3. Utilize freely open-ended responses, such as explore • :y-focus. 
check, and continue responses, to build, strengthen, and maintain 
a positive reiationship. 

4. Avoid excessive use of reiF>onses that call for short, quick client 
responses that tend to curtail his/her perceptual field and 
elaboration of topics. 

5. Consciously attempt to establish an earty pattern of responding that 
facilitates client expression and predominately use the open- 
ended responses of exploratory-focus, check, and continue and 
avoid predominately U3ing ck>sed-ended questiorjs. 

6. Communicate my ottentlveness. concern, and involvement by 
practicing the effective non-verbal techniiques of positioning, 
observing, ' listening, and frequently make-vertX3l continue 
responses. 

7. Avoid the use of questions as my onlytool for gatneriog information. 

8. Break unproductive pauses with explordtory-focus and check 
responses. 

9. Use restricted-focus responses only to collect sp^ific bits of 
required information or to appropriately narrow the area of 
discussion. 

10. Often communicate my understanding of what the client is saying 
with check responses. 

11. Often communicate my understanding of v/hat the client is 
experiencing. 




/ 



Yes No ^/A 



.12 . Frequently verbalize what I think the client is communicating. 

.13 Hove a matter-of-fact attitude ancntone oi voice v/hen giving the 
client objective and factual inforpnation 

.14 Use language the client urxderstqids and avoid jargon* and 
confusing terminology. 

.15 Avoid presenting too muc'i information te the client at "one shot" 

^1^- Provide information in OAvelhtimed fashior 

. 1 A Make sure the client understands the information I provide. 

.18. Use supportive, self-disclosure, etc. responses when called for 

. 19. Avoid giving inappropriate advice. 

.20 Avoid responses that communicate low levels of respect and 
negative regard. 



0 



130 



I 

V 



Rehabilitation Intalce Interview Guide 

Possible infonticrtion Dissemination Topics to Discuss with Client 

I. Role and Function of ttie Rehabllitcillon Agency 

1. General statement about ttie purpose of retiabilitation. 

2. Explanation of wtiat makes a person eligible for vocational retiabilitation services. 

3. Explanation that an eligibility decision must be made in client's case. 

4. General statement about^wtiat the rehabilitation agency is. 

5. General statement about what the rehabilitation agency is not. 

6. informationjon sendees that can be provided. 

« 

7. Information about the contribution of certain services to meeting objectives. 

8. A staterrjent about the referral process. 

9. Feedback to client of any understanding of client's reaction to information about 
the role and function of the agency. 

II. Role and Function of the RehdbllltoMon bounselor 

1 . Counselor's role as an arranger and/or coordinator of services. 

2. Counselor's role as a direct provider of services. 

3. Client advocpcy role. 

4. Role as a team member 
5., Joint approach with client. 

6. Statements about what the counselor will do in specific situations. 

7. Statements about what the counselor will not do in specific situations. 

8. Statements about how the counselor will utilize information collected from client. 

9. Staten^ents about how the counselor Will utilize information collected from external 
sources. 

10. Feedback to client of any understanding of clienfs reaction to counselor's 
discussion of his rble. 

III. Client Rlgtris 

• 1. Statement about the importance t)f sharing information. 

2. Statement about how information collected will be usea. 

3. Statement about confidemiality. 

4. Explanations of clierif s right to appeal if found ineligible. 

5. Explanation of the appeal process. 

6. Explanation of client's cMI fights. 

7. Explanation of client assistance projects if these are available to client. 

8. Feedback to client of any understanding of his reaction to counselor's discussion of 
clienfs rights. 
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IV. Client ResponsibiiWM v 

1. Explanation of what client needs to do to get general medical exam. 

2. Explanation of why the general medical exam Is needed. 

3. Explanation of any requested client actions related to psychological examinations. 

4. Explanation of other requested client actions. ' 

6. General statement about client responsibilities throughout rehabilitation process. 

6. Statement of specific client responslblfities In relation to specific services. 

7. Feedback to client of any understanding of client's reaction to information about his 
responsibilities. 




1 



Possible Information Collection Topics to Explore 



I. RefeiTol informoHon 

1. Referral source. 

2. Client expectations uom Vocational Rehabilitation Agency. 

3. Client's feelings associated witti being referred or seeking vocational rehabilitation 
^ services. 

4. Amount of previous contact with a state vocational rehabilitation agency. 

5. Previous services received by client from a state vocational rehabilitation agency. 

6. Amount of contact with ether agencies or professionals. 

7. Services being received by client from other agencies and professionals. 

II. DisobilHy/M^dlcal informofton 

1. Disability reported by client. 

2. Are there multiple dlsat)«lties? 

3. Duration of dlsabllity(les). 

4. Stability of dlsabllity(les). 

5. Previous or current treatment for.dlsabllity(ies). 

6. Dlsablli1yK:aused limitations to employment. 

7. In what manner and to what extent has the client's disability affected him/her in 
regard to non-employment related daily functioning? 

8. Client's feelings associated with his disability. 
Hi. Social Informollon 

1. Client's marital stotus. . 

2. Client's current living arrangements. ' 

3. Number of dependents. V 

4. Attitude of family members toward client seeking vocational rehabilitation services. 

5. Support from norvfamily associates. ^ 

6. Client's satisfaction with current living arrangements. 

7. Client satisfaction with social life. 

8. Factors in the clienf s socipj life that might interfere orfacilitate ciienfs rehabilitation 
plan. 

9. Client's leisure time octivitles. 



\ 
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IV, Economic InformoMon 

1. ^dient's primary source support. 

2. In addition to tiis primary source of support, aces ttie client have oJher sources of 
support? 

3. Does ttie client hove any unpaid debts of significant size? 

4. Will ttie client hove any additional sources of income in the future? 

5. Does the client have medical insurance? 

. 6. Client's feelings associated with his economic' situation. 

V. Work Histofy 

1. The client's most recent y/orl< experience, 

2. How much was client's weekty earning on that job? 

3. Le igth of employment for that job. 

4. Time passed since that job held. 

• How did client like the job? V 
*• 6. How well did the client perform the job? 
^ 7. Who* are client's feelings about his most recent employment situation? 

8. Reason for termination of that job. 

9. Snformafion on the majority of above pertaining to earlier jobs, or determination of 
^ no eortier jobs. 

10. How well did client ge> along with previous work supervisor(s)? 

11. How well did client get along with previous workers? 

12. If the client is presently unemployed, how long? 

1 3. Has the client sought work recently? 



VI. Vocational Goals 



1. Does the client want either a job or training? 
Z.Dpes the client have a'specific vocational goal? 

3. If yes, why is the client interested in that vocational goal? 

4. How optimistic or pessimistic is the client about his ability to achieve 




national 



goal? , - ^ 

5 Does the client have more than one potential vocational goal? 
6. What doGs the client see himself doing vocationally, five years from now? 




VIL Educational Information 

1. How far did the client go in sctiool? 

2. If client did not complete rHs last school experience, why? 

3. If cfient did not complete high school, has he passed a high school equivalency 
exam? 

4. What did the client like or dislike about school? 

5. What were his favorite subjects in school? 

6. What subjects did the client dislike most? 

7. What kind of grades did the client make? 

8. Amount of previous vocational training. 

9. Client's reaction to previous training. 

10. Client's feelings associated with his educational e^berience and educational 
status. 

1 1 . Major factors about client's educational situation that will interfere with or facilitate 
his rehabilitation plan. 

Vill. Misc^lianeous 

1. Client's perception or understanding of what has transpired during the interview. 

2. Client's plans between now and next interview. 



.Interaction Techniques Classification Form: Worfislieet 



Type of Response 



Continue 


Restricted 


Exploratory 


Check 


DtK^iarotrve 


Self 


Total 




Focus 


Focus / 






Expressive 






• 
















r 














w 










- 






*> 














































1 





total 
percent 
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Interaction Techniques Self-Assessment Guide 
Part I • NoivVert>al Behavior Check Li$t 

During the interview just completed. I performed the following behaviors. . 

Yes No N/A ^ 

1. Put aside what I was doing and gave the person my full attention. 

2. Established a proper and comfortable distance between me and 

the interviewee. — 

[ 3. Facedthe person squarely. Right shoulder opposite the person's left 

shoulder and left shoulder opposite the person's right. 

4. Leanqd or rotated my body toward the person. 

5. Develop>ed and maintained eye cpntdct! 

6. Assumed and maintained an ''op^** posture by ovoifJing crossing j 

my legs, folding my arms, etc. ^ , • '"i' 

, 7. Maintained a relaxed nnanner wtiile avoiding rigid-posture. ] 

^ 8. Refrdined -from making distracting movements such as fidgeting* 

9. Looked at the inters/iewee's positioning. 

^ iO. Looked at the interviewee's groonnrtng. 

11. Looked at the interviewee's level of activity. 

12. Looked at the ir^erviewee's facial expressions. 

13. Looked for feelings expressed by the interviewee. 

14. Looked for patterns in the person's non-verbdl communication 

15. Developed hypotheses based on my observations to.be checked 

out with the interviewee. 

16.. Resisted Internal distroctions. I listened with a clear and open mind 

and did not think about extraneous things. 

: 17. Initially suspended judgement. . 

18. Had goals for listening. I knew exactly what I was listening for. 

19. Listened to the actual words of the person that described the 

situation he/she was talking about; what he/she actually saw. 
heard, sensed, etc. / 

20. Listened for a description of what the person said to himVherself 

about the situation. 

21. Listened for the way the person felt. 

22. Listened for the person's description of his/her behavioral actions in 

the situation: what overt action he/she actualty did or did not 
perform. 

23. Listened for the person' 5 motives or intentions in )he situation 

24 Listened for the person's major area of concern 

25. Listened for common themes expressed by the person 



Yet No N/A 



. 26- Listened to the person's tone of voice, volume, intensity, rapidity, etc. 
. 27. Listened for any inconsistencies in the person's communication. 

28. Communicated my attentiveness with varied facial expressions, 
smiling, nodding head, hand gestures, etc. 

29. Waited before responding verbally. During this '\vait period" I 
systematically labeled, organized and described to myself what I 
had observed and heard. For example, I described in my own mind, 
the event the person was talking about, what he/she said to 
him/herself about that event, any feelings experienced, and the 
overt actions performed by the person while focusing on the 
person's major area of concern. 

30 I thought about the vertxil response to make to the porson and 
chose the most facilitative one that would best help me achieve my 
objectives for the interview. , ' 
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Interaction Techniques Self-Assessment Guide 
Part II - Vertxil Responding Check List 

During the interview just completed. I performed the following behaviors. . . 
Ym No N/A 

1. opened the interview with on open-ended question or statement 

that focused on the concerns of the interviewee. 

2. Allowed the person as many alternatives for self-expression as 

possible by making open-ended questions and statements, 
reflecting my understanding of what he/she was saying, and used 
short verbal responses such as "uh-huh". "yes", etc. that 
encouraged person to continue talking. 

3. Utilized freely open-ended responses, such as exploratory-focus. 

check, and continue responses, to build, strengthen, and maintain 
a positive relationship, 

. L 4, Avoided excessive use of responses that called for short, quick 

inten/iewee responses that tend to curtail his/her perceptual field 
and elaboration of topics, 

'.J 5 Consciousty attempted to establish an earty pattern of responding 

that facilitated interviewee expression and' predominately, used the 
Qpen-ended responses of exploratory-focus, chieck. and continue 
and avoided predominately using closed-ended responses. 

^ 6. Communicated my attentive! ess. concern, and involvement by 

practicing the effective non-vert>ai techniques of positioning, 
observing, listening, and frequently made vertxil continue 
responses. 

7. Avoided the use of questions as my only tool for gathering 

information. 

8. Broke unproductive pauses with exploratory-focus and check 

responses. 

9. Used restricted-focus responses only to collect specific bits of 

required information or to oppropriately- narrow the area of 
discussion, 

[ io. Often communicated my understanding of what tho person was 

saying with check responses. 

11 Often communicated my understanding of what the person was 

experiencing. 

: i2. Frequently verbalized what I thought the person was 

communicating. 

13. Had a motter-of-foisf attitude and \on<^ of voice when giving the 

person objectiveand factual information. 

14. Used language tite-person understood and avoided jargon and 

confusing terminology.' 



Yes No N/A 



. 15 Avoided preseriting too much information to the person at "one 
shot". 

. 16. Provided information in a well timed fashion 

. 17 Mode sure the interviewee understood the information I provided 

18. Used supportive, self-disclosure, etc responses when called for 

19 Avoided giving inappropriate advice. 

20. Avoided responses that communicatea low levels of respect and 
negative regard. 



( 
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Information Dissemination Assessment Form 



In Categories I - IV. check the topics that were discussed with the client during the just com- 
pleted interview In Category V, check each behavior that described the manner in which 
information was disseminated 



L Role & Function of the 
Rehabilitation Agency 

1 Purpose of agency 

2 What the agency is not 

3 Eligibility criteria 

4 Fact that an eligibility 

decision will be made 

5 Services provided 

6 Objectives of certain 

services 

7 Why the person was referred 

if. Role & Function of the 
Rehabliitotion Counselor 



i 


Arranger of services 


2 


Provider of services 


. 3 


Client advocate 


4 


Team member 


5 


Joint approach with client 


6 


Actions in specific 




situations 


7 


Lack of action in specific 




situations 


8. 


Inteiview information 




utilization 


9 


External information 




utilization 



ill. Client Rights 

1 Objectives of interview 

2 Confidentiality 

3 Right to appeal ineligibility 

4 Appeal process 

5 Right to administrotK'e rev;ev/ 

of service dissatisfaction 
6 Civil rights 



iV. Client Responsibilities 

i Regarding general 

medical exam 

2 Why exam is heeded 

3, What the exam consists of 

4 Regarding specialist exam 

5 What specialist exams are 

needed 

6 Why specialist exams are 

needed 

7 Explanation of forms 

8 Why forms are to be signed 

9 Responsibilities beyond 

eligibility determination 
10 Specific responsibilities in 

relation to specific services 

beyond eligibility determination 

V. Style 

i Communicated information 

at the client's level of under- 
standing. 

2 Avoided presenting too 

much information in "one 
shot." 

3 Provided information in a 

well timed fashion. 

4 Made sure client under- 
stood information provided. 



Information Collection Assessment Fomi 



Check the topics that w^re discussed with me client In the just completed interview. 



I. R^tairal 



y. Woilc Histoiy 



1. Referral source 
2 Client expectations 

3. .Client,feelings 

4. Previous contact 

5. Previous services 

6. Current contact with 
other agencies 

7. Services from other 
agencies 



II. DIsQUiHy/M^dical 



1. Disability 

2. f\/lultiple disability? 

3. Duration 

4. stability 

5. Previous or current 
treatment 

6. Employment limitations 

7. DaiV functioning 

8. Client feelings 



- 1. Most recent work 

- 2. Weekly earnings - 

from above 

- 3. Length of employment 

from above 

- 4. Sotisfactlon with work 
_ 5. Performance on job 

- 6. Feelings associated 

with above 

- 7. Reason'for termination 

- 8. 2-7 for previous employment 
. 9/Ability tp get along 

with superyrts6r(s) 
- 10. Ability to get along with co-workers 
-11. Present employment 

status 
.12. Length of present 

status 

.13. Job seeking behavior 



ill. Social 



VI. VocoHonai Goals 



1. fvlarital status 
2 Living arrangement 
3. Dependents 
4 Family members' 
attitude 

5. Support from 
non-family 

6. Satisfaction with 
living arrangements 

7. Satisfaction with 
social life 

8. Leisure activities 



1. Vocational motivation 
2 Vocational objective 

3. Reason for vocational 
objective 

4. Client's perception 
of ability to achieve 
vocational objective 

5. Other vocational goals 

6. Long range vocational 
planning 



Vli. Educotion 



IV. Economic 



1 



Primary source 
of support 
Other sources 
of support 
Unpaid debts 
Additional sources 
of support in the 
future 

Medical insurance 
Client feelings 



1 



i 



Highest grade completed 
If not high school 
graduate, why? 
If not high school 
graduate, has client ^ 
passed high school 
equivalency exam? 
Dislikes about school 
Favorite Subjects 
Non-favorite subjects 
Grades 

Previous vocational training 
Reaction lo vocational training 



10 Client feelings 



Interview Profile 
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Ccrrtlnua Restricted- Exploratofy- Check Ooclarotive Seif- 

Focus Focus Expressive 



My intefvlew Profile In a 
Roli^Played Initial Intendew 
Dote: 
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Systematic Interview Programming Format 'J,^ 

i 

1. What are my objectives for this irjteiview? ^ * ' 

2. What information does the client need from me to achieve those objectives? 

a. Specific topics developed iri Section III. 

b. Knowledge of my attitude that demonstrates respect, positive regard, concern, 
• attentlveness, involvement, etc. 

3. What Information do I need from the client to achieve those objectives? 

a. Specific topics developed in Section IV. 

b. Knowledge of interviewee's attitude and involvement. 

4. What is the most effective and efficient way to exchange that information? 

a Attract the client in a fccifitative manner so that he/she comes to the interview with a 
positive attitude. 

b. Carry out all the guidelines for effective planning. 

c. Structure the interview setting making it conducive to the exchange of information. 

d. When disseminating information attend to language level used, amount of 
information in one shot, tirhing, and interviewee's comprehension of the 
Information. 

e. When collecting information, be selective, avoid a facts with minimum meaning 
approach, be systematic, and use questions in moderation. 

f. Practice effetctive positioning, observing, and listening. \ 

g. Utilize a facilitative response style by making moment-to-moment responses in a 
manner that encourages free expression, openness, topic elaboration, etc. 
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Relevant InformoHon Awareness Matrix 



Known toXounselor 



Not Known 
to 

Counselor 







z 






Idden 


Known Dimension 




a 


; 




tension 




Unknown 


Blind Dimension 


Dimension 









The Rehabilitation Intalce interview 
the Skills 



1/ Systemotic Inteivlaw Programming 
A. Aflrading the Client 

1. Mode of Communication 

2. To^Whom 

3. Who the intervifew is with 

4. -What will happen 

- 5. V/here the interview is 

6. How to get there 

7. When the inteiview is 

8. V/hy or purpose of the 
interview 

9. Persona! reaspn to come 
10. Follow-up 



C. 



II. Information Exchange 

A. Information DIsseminoHon VJ 
Effocttveness , 

1. Role and Function of Agency 

2. Role and Function of Counselor 

3. Client Rights 

4. Client Responsibilities 
5 Counselor Style 

Language used 
Amount of information 
Timing 
Format 



B. Planning ttie Inten/iew 

1. General "Game Plan" 

2. Systematic Format 

3. Content and Process 
• 4. Specific objectives 

5. Written Plan 

6. Review 

7. Inform Client 

8. Moment-to-Moment 
Objectives 

9. Client Focus vs 
Form Focus 

10. Flexible 



B. Infomicrtion Collection Effectiveness 

1 Referral 

2. Disability/Medical 

3. Social 

4. f conomic 

5. Work History 

6. Vocational Goals 

7. Education 

8. Counselor Style 
Systematic 
Selective 
Shot-gun 
Open-ended 



Structuring ttie Intenflaw 



S«Wng 


1. 


Batriers 


2. 


Chairs 


3. 


Client Comfort 


4. 


DistractingVariables 


5. 


Confidentiality 


6. 


Neatness 


7. 


Temperature 


8. 


Lighting 


9. 


AccessiDility 


10. 


Time 



111. Non-V«ffbal interaction TechniquM 
A. PotlHonIng 

1. Attention 

2. Distance 

3. Face squarely 

4. Body in|lination 

5. Eye-corFoct 

6. Opervposture 

7. Relaxed 

8. Distracting movements 



1. Clienfs positioning 

2. Personal appearance 

3. Levels of activity 

4. Gestures 

5. Facial expressions 
• 6. Feelings 

7. Patterns 



C. LJft#nlng 

1. Internal distractions 

2. Suspend Judgement 

3. Goals 

4. Actual words 

5. Self-talk 

6. Feelings 

7. Actions 

8. Area of concern 

9. Themes 

10. Tone of voice 

11. Inconsistencies 

12. Attenttveness 

13. Wait 



IV. Vefbol Responding 

A. Mom#n»-tchMom#nt Responses 

1. Continue Response 

2. Restricted-Focus Resp>onse 

3. Exploratory-Focus Response 

4. Check Response 

5. Declarative Response 

6. Self-Expressive Response 



Response Styles 

1. The Listener 

2. The Interrogator 

3. The Explorer 

4. The Reflector 

5. The Informer 

6. The Self-Expresser 



C 
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The Focilitator 



1. Open the interview 

2. Gcjther information from client's perspective 

3. Break unproductive pauses 

4. Build and maintain rapport ^ 

5. Gottier additional information 

6. Facilitate client exploration 

7. Gattier specific bits of information 

8. Narrow the area of conversation 

9. Encourage client talk without interruptions 

10. Corrimunicate understonding 

11. Present objective factual information 

12. Information from one's own frame of reference 
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